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This manual is a seginet of the third in a series of publications
designed to document the follow-up system developed by Project
Follow-up. The general documentation philosophy presents S1S a
three different levels. The first level (the brochure) gives a
general overview of SIS with appropriate information included
for the college administrator and/or State personnel to make
decisions regarding the depLh of follow-up involvement desired.
The serlond level (the Activities Manual) presents the actual ques-
tionnaires utilized by SIS (and rationale for development) for
college level staff personnel to make decisions regarding the use-
fulness of the questionnaires to a particular institutional. en-
vironment. The third level (this Procedures Manual, the Data
Processing Manual, and Subcontractors' Manuals) presents SIS in
a more comprehensive manner and can be used as a guide to ac-
tually perfoLaing the different types of follow-up studies
included.

Of cour e, it is understood that the collection of the various
types of student follow-up information is an endless tasR. The
possibilities for the expansion and/or alteration of 515 are
tremendous. SIS will not provide of the student follow-up
information to satisfy everyoue_. 1owcver, SIS is a fairly com-
prehensive "beginning" from whi:..h future local and/or State
follow-up systems can benefit.

Because of the above, SIS is continually searching for ways to
improve. New ideas, notation of pro Lem areas, suggestions for
additions and/or improvement, etc. are welcomed from the users
of SIS.

JPR:mg
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FACE

The purpose of this "P =2dures Manu 1" is to further ex-
plain the operktion of SIS to the degree 0± 'detail-which will
give college-personnel the ability to make decisions regard-
ing its interface capability with their college's normal oper-
ating procedures: As can be sem in the Contents secti(Jn of
this Manual, SIS'e seven subsystems at'e further cl$,Qailed in
terms of implementation and data collection proceu;:es, data
preparation and processing, reporting, system evallation guide-
lines, and other procedures which SIS suggests fol7 the success-
ful operation of a follow-up system.

It should be noted that S1S does not feel that the sug-
gested procedures can be utilized in all institutional_ en-
vironments. Changes in procedures to make the follow-up system
more effective locally are encouraged.

4
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Tarrant County Junior College and the Project Follow-up
subcontractors reserve the right to make alterations and/or
additions to the TEX-SIS Follow-up documentation on a need
basis. Periodic updates and/or revisions may he necessary
to assure that the system provides the most current informa-
tion available. The TEX-SIS Follow-up documentation may
not be commercialized without the written permission of
the system developers
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TEX-SIS Subsystem I
Procedures Manual (PM)

SUBSYSTEM
STUDENT'S EDUCATIONAL INTENT

f22111glimi May include new, re-entry and returning
students enrolled in one or more college credit courses.

(SEI Student's Educational Intent PF01-l-J Salmon

The SE1 questionnaire is a relatively short card form which
collects the below types of student information:

1. C rent employment status

2 "Work experience" in major field of study

Primary educational goal

4 Education required to fulfill ob ective

Expected time of goal completion

Plans fo_ enrollment in future

D finitiveness of educational goal

Major field of study

The primary purpose of the SE1 card is to develop the type
of student data which will reflect student goals and student's
decision.i regarding pursuance.of formal programs or individual
courses. Of course, the SE1 card also collects the employment
status of students (which could have implications for student
service programs and course scheduling) and future enrollment
plans (which could have implications for making enrollment
predictions).

The SEI card can be utilized to collect data for completion
of the TEA occupational/technical enrollment forms if a college
so desires. In order to do this, _the college must interface
SEI data with other student data (sex, ethnic group, course
type code, ta get population, etc.) required for the TEA enroll-
ment forms.

9



Data C ilec ion Pro-edures

The SE1 card_(being of small size) can be interfaced with
many institutions' registration system, although some concerns
have been expressed regarding the desirability of requesting
student "goals" during a registration process. Most institu-
tions who tested the card did not experience a large amount of
difficulty interfacing with the registration process although
some who have "pre-advisement" sessions felt that the reliabil-
ity of dhe information could be increased by providing the stu-
dent with an environment which was conducive to goal selection.
Some institutions chose to inplement the card "in-class" which
proved fairly successful. Since the Sta card is to be used
primarily for new, re-entry, and returning students, there is
probably no need to conduct a mail survey to collect the data.

If an institution wanted to utilize the SE1 card for TEA
enrollment reporting, the cards which indicated a student with
an occupational/technical major and intent (improvement of
existing job skills and/or preparation for job to be obtained)
would have to be processed according to sex and ethnic cate-
gories in addition to course type, target population, level
and major code categories. Of course, the cards would also
have to be unduplicated from one semester to the next in order
to provide the "unduplicated headcount" figures reque ted by
TEA.

Por a mo e detailed discussion of educational goals as they
relate to follow-up studies, Western Texas College's Educational
Goals and Student Flow subcontractor report should be consulted.
The collection of SE1 data, although no mail-out survey is re-
quired, is one of S1S's more expensive subsystems because of
the number of data cards which must be proofed and processed.
For cost information relating to surveys in this subsystem,
Navarro College's Follow-up_Cost_s report should be consulted.
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Since some student educational intent studies have tenden-
cies toward being fairly high volume studies, provisions have
been made by SIS to process the data in this subsystem by either
manual or computer techniques. Regardless of the method of pro-
cessing, careful consideration of the data to be introduced for
processing must be given. As one could readily imagine, there
are a large number of problem areas inherent in the process of
a student completing a questionnaire in a manner which will as-
sure valid processing of the data. Each questionnaire should be
"proofed" prior to processing in an attempt to provide data which
is as "clean" as possible. Problems such as multiple responses
to questions (i.e. yes/no type questions), questions not answered,
obscure marks, incomplete questionnaires, etc., will normally be
encountered. Also, "comments" and "other" statements written by
students must be extracted, si ce computer programs do not nor-
mally process "narrative" type data.

The "coding" of the SEI questionnaire primarily concern
the completion of the appropriate boxes in the lower portion of
the questionnaire. The student's major field code (if applicable)
can be entered in the 4 code blocks. By combining the appropri-
ate code numbers with the exact nomenclature of your program areas,
the data will appear in a much more usable format. The major
field code table utilized may be your own individual college's
code listing or codes provided by the Texas Education Agency and/
or Coordinating Board. However, for State enrollment reporting
purposes, the list of major field codes provided b3 the TEA
should be utilized. Regardless of what is used, a complete list-
ing of the major field code table and exact nomenclature of your
program areas should be provided to the individual who is respon-
sible for processing the data.

The Group Code may be utilized if a college wishes its data
to be processed according to any of the following categories
(0/T for occupational/technical majors,,UT for university trans-
fer majors, OTH for other majors such as undecideds, and A/CE
for adult and continuing education students). The A/CE desig-
nation is for fotw standardization reasons primarily, since it
may not be feasible to implenent this type of questionnaire on
adult and continuing education students. This A/CE block, there-
fore, is not expected to be utilized to any great extent in this
subsystem.
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The Special Code d signation may be utilized in the manner
of a college's choosing. Kany colleges use this code to dis-
tinguish between different campuses, extension centers, special
student groupings, etc. The code in this box (which cannot
exceed one digit) can be alphanumeric (letters or numbers).
If this code is used, the person responsible for processing the
data should be provided with information regarding the codes
utilized and their meaning.

If the data is to be processed by other student characteris-
tic (sex, ethnic group, age, atc.), the student's social s-,cur-
ity number can be used to access other data from the college's
student master files. Once the SEI data is interfaced with other
student data, the information nay
ever, before the decision is made
person responsible for processing

12
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Processing the Data

The processing of dne SEI cards by computer is discussed
in the accompanying um (Data Processing; Manual). Of course,
it nay be appropriate (and perhaps desirable if the number of
survey questionnaires is small) to process the data manually.
This consists of tabulating the number of responses to particu-
lar questions on a sheet designed in a mmnner similar to the
one included at the end of this subsystem section. Appropriate
space has been provided for "totaling" responses and computing
percentage. Also, the appropriate information at the top of
each tabulation sheet should be completed. The manual process-
ing of data is normally not a large task, especially if the
number of questionnaires is small and the tabulation effort
can be accomplished as the questionnaires are received or at
periodic intervals throughout the study period.

If the data is to be processed by Individual categories
(program areas, campuses, student groups, etc.) the appropriate
information should be entered at the top of each tabulation
sheet and recorded accordingly. There mmst normally be an in-
dividual tabulation sheet for each category, although different
symbols, different colors of pencils, etc. have been used with
some success.

1-5



Eg_ort Format and rte _or tina

Although SIS's report formats are functional, they are
standardized to a great extent and, therefoTe, will appear
"dry" to some individuals. The report format and medaod of
reporting information is one of the most important segments
of conducting student surveys. Many significant studies have
been rendered useless (or made little impact) because the
survey results were not presented in an easily understandable
format. Of course, if the data is not utilized to any great
extent, there was no reason for conducting the study initially.

The use of graphs and charts to display the data cannot
be overemphasized. KS suggests that the student information
of most significance to a local college be extracted from the
report data and given special emphasis through charts, graphs
and other means. Considerable success has been experienced
when a survey (using the same or similar questionnaire) has
been repeated over a number of semesters or years. Utilizing
this comparative data, an individual can graphically demon-
strate trends or develop conclusions which may produce infor-
mation for predicting future data outcomes. Presentations to
college personnel and meetings to discuss the results of the
survey can also be used advantageously. In this manner, ver-
bal input can be received for any possible revisions or al-
terations which snould be made before the survey is conducted
again.

It is especially important to compute and report percent-
ages of individual response items in relation to the number of
overall responses to a question. This is normally not a dif-
ficult taskwith a calculator (although time-consuming) but is
considered "worth the effort" because of its ability to com
municate to a large number of people.

14
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SIS suggests that survey process evaluation be included
as an integral part of the operation of a follow-up system.
By receiving input from the potential users of the data, one
can nake appropriate changes and/or alterations to such items
as questionnaire design, formatting of the report, the proced-
ures utilized in conducting the study, the need to clarify,
add, or delete certain types of information, and other points
of concern. One can also check whether the data is actually
being used in a beneficial manner and, if so the method of
,usage.

On the following pages can be found a suggested design
for securing an evaluation of the SE1 data. This evaluation
form can be sent (along with rile survey report) to the poten-
tial user of the data with a request that it he completed and
returned to the individual who will compile the results of the
study evaluation. After the forms have been returned, the
results should be documented and utilized for conducttng fu-
ture studies of a similar nature.

1-7
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TEN-SIS FOLLOW-UP
Student Follow-up Management lnforttiatLon Sytem

VALUATION OF STUD NT'S DU :ATLONAL INTENT SURVEY

-s After completing the above information, please
respond to this questionnaire according to your own evaluation
of the study and resulting data.

I Please rank the folloving types of sntvey information
according to their relative usefulness to you in your
present position. Place the appropriate rank (ist, 2nd,
3rd, etc.) with 1 = roost useful and 9 least useful, in
the blocks provided. As you will note, the below types
of information are related to specific questions on the
survey instrument.

Flicurrent employm

ED"Work experience- in uiajor field of study

r--iprimary educational goal

r=771Education required to fulfill objective

status

Expected time of goal completion

[===1-Flans f-- etroltmenc in future

Definitiveness of educational goal

[ Major fi ld of study

LiName of student

16
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2. What additional type(s) of iriforiiiation do you feel shouLd
have been collected from the survey population?

In what way(s) might you be able to util"-e this _ype of
data in your area of responsibility

you have suggestions for improving the:
Manner in which the report was analyzed?

b. Procedures for collectinz the d_ a?

tionnaire wording of questions, format, etc.

What is your overall rating of the survey iv terms of its
usefulness in fulfilling x.0.1z own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7

Very poor Ej ED C=3 :=1 C:=3 Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time,
Please return this evaluation form as soon as possible.

1-9
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TABULATION SHEET

ent's Educational
Intent

III
Are you currentlY working
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semester?

you plan to enroll
the future?
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TEX-SIS Subsystem II
Procedures Manual (PM)

SUBSYSTEM Il
WITHDRAWAL FOLLOW-UP

opulation: May include those students who formally
withdraw or "walk-off" from one or more credit courses
in which the initiall enrolled.

Su ested instrumentation:
(COS/W) Course Withdrawal (F02-1-E) White
(COL/W) College Withdrawal (F02-2-E) Blue
WO Walk-off F02-3-D Gra

Type of Data Co_llected

The three withdrawal follow-up card forms
short questionnaires which collect the below ty
information:

1. Program or course identificatIon

Employment and/or college enrollment status

Reason(s) for withdrawal status

4. Need of counselor assistance

5. Previous use of college services

6. Program or course identification

es

relatively
of student

7. Suggestions for improvement of courses and/or
services

General comments

9. Future enrollment status

10. Opinion of educational experience

The primary purpose of collecting student withdrawal in-
formation is to develop data_relative to "reason(s) for the
student's withdrawal status." By collecting this type of in-
formation, a college may be able to realize certain program

20



scheduling, and/or student services areas which can be emphas-
ized to combat what withdrawal rate may be evident. Of course,
the withdrawal cards also collect student employment status
information (which could have implications for counseling and
scheduling courses), relative need end/or use of college ser-
vice areas, opinion information and comments, and the student's
"re-enrollment" plans. Of course, this type of data is par-
ticularly interesting when compiled by individual course, de-
partment, division, and/or major field of study.

II-2
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Data Collection Procedures

rhe card forms (being of small size) can be interfaced
with many colleges' normal procedures a student must follow to
withdraw from college or individual courses. While the course
and college withdrawal forms can be implemented at the regis-
trar's and/or counseling office, the walk-off form requires a
mail-out. Most institutions previously implementing the course
and/or college withdrawal forms did not experience difficulty
in beginning the process of collecting the data. However, in
many cases, the procedures were not sustained, thereby result
ing in the collection of information from a fairly low per-
centage of student withdrawals. The sustainment of the pro-
cedure for collecting information from as many withdrawal
students as possible is important to the success of the survey.
Of course, the point of college withdrawal facilitates the op-
eration of an exit interview process if a college so desires.

Course Withdrawal - The course withdrawal questionnaire
(white) has been specifically designed to gather information
fron students who withdraw from one or more courses during the
semester without totally wit idrawing from college. Although
the primary purpose of the survey is to gain knowledge rela-
tive to "reasons for course withdrawal," additional questions
concerning suggestions for better fulfilling educational needs
and counselor assistance needs are added.

Collection of information while the student is withdrawing
front individual courses is perhaps one of the easier surveys
to conduct by virtue of its relative inexpensiveness, avail-
ability of a central collection point, and non-mail survey
status although the information gathered has the potential of
being "sensitive" in nature. It seems that the most feasible
location for the survey is the registrar's office although
some institutions may differ in the administrative manner in
which the "course withdrawal" is processed. Although, in many
cases, the survey lengthens the amount of student time required
to withdraw from a course, relatively little resistance by
students or administrative staff personnel has been noted.
With the addition of the student's name, social security number,
and course withdrawal date, information gathered by the Course
Withdrawal card may be interfaced by the local institution
with race, sex, age, and other student information which may be
collected as required by the Coordinating Board's Uniform Re-
porting System in the CBM-001 Student Report.

11-3
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c2112g2_111iIhdraall - The college withdrawal questionnaire
(blue) has been specifically designed to gather information
from students who withdraw from college. Although the primary
purpose of the survey is to gain knowledge relative to "reasons
for college withdrawal," additional questions concerning use of
college services, plans for future enrollment, employment status
and opinion of educational experience are added.

Collection of information while the student is withdrawing
from college is one of the easier surveys to conduct because
of its relative inexpensiveness, availability of a central col-
lection point, and non-mail survey status. Many institutions
who require the student who is withdrawing from college to be
processed through the counseling office have found this en-
vironment conducive to collection of valid information, al-
though many institutions center their college withdrawal pro-
cess in the registrar's office. Either collection point seems
to be satisfactory for the student's completion of the survey
form although the counseling office environment seems prefer-
able. With the addition of the student's name, social security
number, and college withdrawal date, information gathered by
the College Withdrawal card may be interfaced by the local in-
stitution with race, sex, age, and other student information
which may be collected as required by the Coordinating Board's
Uniform Reporting System in the CBM-001 Student Report.

Walk- ff - The walk-off survey instrument has been specifi-
cally designed to gather status and opinion information from
students who stop attending class without completing the neces-
sary forms (if applicable) to be formally withdrawn from the
class. Procedures for identification of this "walk-off" student
vary from institution to institution, but usually depend upon
the appropriate notification and/or form completion by the in-
structor. Institutions presently having established procedures
for administratively withdrawing "walk-off" students may be able
to obtain appropriate names and addresses for this target popu-
lation during the withdrawal process.

The basic walk-off instrument (with the course entered on
the front of the form) has been specifically designed to be
mailed during the semester, immediately upon identification of
the student as a potential walk-off. Better response rates
will be obtained if the follow-up instrument is mailed as soon
as possible after a "walk-off condition is suspected.

From a cost-effective standpoint, the higher rate of re-
turns is obtained with an initial firs--class mail-out a post-

11-4
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card reminder 6-8 working days later, and a final letter ith
another instrument) being sent out 10 working days later.
Telephone interviews can be conducted to increase return rates.
A cover letter on college stationery and a postage-paid, pre-
addressed return envelope should always accompany the instru-
ment. To simplify logistics, names and addresses of students
requiring reminder letters could be collected throughout the
semester, with "reminder" mail-outs being sent out at speci-
fied intervals. This process eliminates the necessity of
scheduling "reminders" on a student-by-student basis.

The instrument has been structured to facilitate a "stick-on"
mailing label which can be used as the actual postal address
and will show through a regular window envelope. When combined
with a cover letter and return envelope, the instrument will
remain in place in a regular business envelope. Three mailing
labels will be required for some students who do not respond
after the initial mail-out and post-card reminder. A complete
list of population names and addresses for recording returns
will also be needed. Also, for proper identification purposes,
it is helpful to include a student identification number (such
as the social security number) on the questionnaire or mailing
label.

For a more complete discussion of the proper procedures
to follow when conducting a mail-out survey, Del Mar College
Follow-up Methodology and San Antonio College's Graduate
E211Rynm subcontractor reports should be consulted.

For cost information relating to surveys in this subsystem
Navarro College's Follow-up Cos report should be consulted.



4_LL5 LLL6LL vulume bcuales, provisions nave been made by
SIS to process the data by either manual or computer techniques.
Regardless of the method of processing, careful consideration
of the data to be introduced for processing must be given. As
one could readily imagine, there are a large number of prob-
lem areas inherent in the process of a student completing a
questionnaire in a manner which will assure valid processing
of the data. Each questionnaire should be "proofed" prior
to processing in an attempt to provide data which is as "clean"
as possible. Problems such as multiple responses to questions
which should not have multiple responses (i.e. yes/no type
questions), questions not answered, obscure marks, incomplete
questionnaires, etc. will normally be encountered. Also,
"comments" and "other" statements written by students must be
extracted, since computer programs do not normally process
"narrative" type data.

Course Withdrawal The primary problem with preparing the
cour e withdrawal instrument for processing is the proper des-
ignation of the course being "dropped." For this reason, care-
ful attention should be given to the manner in which the course
is designated. If the student's course designation differs
from the manner in which the college designates a course (i.e.
CHEM vs CHM, with both indicating a Chemistry course) the
proper identification should be entered to the right of studen
course designation in the space titled "For College Use Only."
Also, the data may be processed by Group Code if the appropriate
block (O/T for occupational/technical courses, UT for univer-
sity transfer courses, OTR for other type courses, and A/CE
for adult and continuing education courses) is completed. The
A/CE designation is for form standardization reasons primarily,
since it may not be feasible to collect course withdrawal
information from adult and continuing education students. This
block, therefore, is not expected to be utilized to any great
extent in this subsystem.

The Special_Code designation may be utilized in a manner
of a college's choosing. Many colleges use this code to dis-
tinguish between different campuses, extension _centers, special
student groupings, etc. The code in this box (which cannot
exceed one digit) can be alphanumeric (letters or numbers). If
this code is used, the person responsible for processing the
data should be provided with information regarding the codes
and their meaning.



Colle e Withdrawal - The college withdrawal survey, from
an implementation and processing standpoint, seems to be the
easier of the three questionnaires in this subsystem to imple-
ment. The specification and coding of the major field of study
has posed some problems, but not to the extent that the study
was significantly affected. After an interpretation of the
,tudent's major has been made, the appropriate major code
should be entered by the college at the bottom of the card in
the space titled For College Use Only. 3y combining the ap-
propriate code numbers with the exact nomenclature of the
college's program areas, the data will appear in a much more
usable format. The major field code table utilized may be
the college's awn code listing or codes provided by the Texas
Education Agency and/or Coordinating Board. Regardless of
what is used, a complete listing of the major field code table
should be provided to the individual who is responsible for
processing the data. The Group Code designation and _Special
Code designation may be utilized in the same manner as dis-
cussed in the course withdrawal section. However, in this
case, the Group Code designation will be referring to the
major field of study instead of an individual course.

Waik-of Since the walk-off survey requires a mail-out
a law amount of control is exercised over the completion of
the questionnaire. Low response rates, tn comparison with
other types of surveys, can be expectei,which, of course, mak2s
the data less reliable. However, this is an important popula-
tion which may be significantly different from other popula-
tions surveyed by SIS. Cf course, the course from which the
student has "walked-off" should be entered on the front of the
card prior to the mail-out. After the questionnaire is re-
turned, the appropriate information can be entered in the
space titled For College Use Only using the proper abbrevia-
tions and numbers for the department, course, and section
designation. The Lrgapt_g_2LIg and .Ppecial Lode can be used in
the same manner as discussed in the course withdrawal section
of this subsystem.

2 6
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Processing the Data

The processing of the withdrawal cards by computer is
discussed in the accompanying DPM _(Data Processing Manual).
Of course, it may be appropriate (and perhaps desirable if the
number of survey questionnaires is small) to process the data
manually. This consists of tabulating the number of responses
to particular questions on a sheet designed in a manner similar
to the ones included at the end of this subsystem section.

. Ap-
propriate space has been provided for "totaling" responses and
computing percentages. Also, the appropriate information at
the top of each tabulation sheet should be completed. The
manual processing of data is normally not a large task, es-
pecially if the number of questionnaires is small and the
tabulatian effort can be accomplished as the questionnaires
are received or at periodic intervals throughout the study
period.

If the data iS to be processed by individual categories
(departments, courses, campuses, etc.), the appropriate in-
formation should be entered at the top of each tabulation sheet
and recorded accordingly. You must normally have an individual
tabulation sheet for each category, although different symbols,
different colors of pencils, etc. have been used with some
success.

27
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Report Format and Repor ing

Although SIS's report formats are functional, they are
standardized to a great extent and, therefore, will appear
"dry" to some individuals. The report format and method of
reporting follow-up information is one of the most important
segments of conducting follow-up surveys. Many significant
follaw-up studies have been rendered useless (or made little
impact) because the survey results were not presented in an
easily understandable format. Of course, if the data is not
utilized to any great extent, there was no reason for conduct-
ing the study initially.

The use of graphs and charts to display the data cannot
be overemphasized. SIS suggests that the follow-up information
of most significance to a local college be extracted from the
report data and given special emphasis through charts, graphs,
and other means. Considerable success has been experienced
when a survey (using the same or similar questionnaire) has
been repeated over a number of semesters or years. Utilizing
this comparative data, an individual can graphically demon-
strate trends or develop conclusions which may produce infor-
mation for predicting future data outcomes. Presentations to
college personnel and meetings to discuss the results of the
survey can also be used advantageously. In this manner, verbal
input can be received for any possible revisions or alterations
which should be made before the sutve7 is conducted again. It
is especially important to compute and report percentages of
individual response items in relation tc the number of over-
all responses to a question. This is normally not a difficult
task with a calculator (although time-consuming) but is con-
sidered "worth the effort" because of its ability to communicate
to a large number of people.



EL7111.A._xirve
S1S suggests that follow-up process evaluation be includedas an integral part of tne operation of a follow-up system. Byreceiving input from the potenC,o1 users of the data, one canmake appropriate changes and/or alterations to such items asquestionnaire design, structuring of the report, the proceduresutilized in conducting the study, the need to clarify, add, ordelete certain types of information, and other points of con-cern. One can also check whether the data is actually beingused in a beneficial manner and, if so, the method of usage.

On the following pages can be found suggested designs forsecuring evaluations of the withdrawal data. This evaluationform can be sent (along with the follaw-up report) to the po-tential user of the data with a request that it be completedand returned to the individual who will compile the results ofthe study evaluation. After the forms have been returned, theresults should be documented and utilized for conducting futurestudies of a similar nature.

29
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Name
Position
College/Agency
Date

TEX-SIS FOLLOW-UP
Student Follow-up Management InformatIon System

UATION OF COU LAL SURVEY

Instructions: After completing the above information, please
respond to this questionnaire according to your own eva7.uation

of the study and resulting data.

1. Please rank the following types of survey information
according to their relative usefulness to you in your
present position. Place the appropriate rank (1st, 2nd,
3rd, etc.) with 1 most useful and 6 least useful,

in the blocks provided. As you will note, the below types
of information are related to specific questions on the

survey instrument.

EJDate of course withdrawal

Course identification

Reason (s) for dropping the course

=Whether counselor assistance would be beneficial

Suggestions for better serving educational needs

Na e of student

3 0



2. What additional type(s) of information do you feel sh ald

have been collected from the survey population?

In what way(s) might you be able tc utilize this
data in your area of responsibility?

4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?

Procedures for collecting the data?

c. Questionnaire o ding of questions, format etc.

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7

Very poor C:=] (= Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.
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TEX-SIS FOLLOW-UP
Student Follow-up Management Information System

EVALUATION OF COLL GE WITHD AL SURVEY
Name
Position
College/Agency
Dote

tructions_: After completing the above infe;rmation, please
respond to this questionnaire according to your owl evaluation
o 'he study and resulting data.

Please rank the following types of survey information
according to their relative usefulTLess to you in your
present position. Place the appropriate rank (1st, 2nd,
3rd, etc.) with 1 = most useful and 8 = least useful,
in the blocks provided. As you will note, the below types
of information are related to specific questions on the
survey instrument.

Date of college withdrawal

Major field of study

El] Reason(s) for college withdrawal
I 1

1

_iPlans for enrollment in future

L... Current employment statusEl
Use of what college services

Opinion of educational experience

Name of student

11-13
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2. What addi ional -ype(s) of information do you feel should
have been collecr,-:d from the survey vpulation?

what way(s) might you be able to utilize this type of
data in your area of responsibility?

4. Do you ha--- suggestions for improving the:
a. Manner in which the report was analyzed?

b Procedures for collec ins the data?

c. Questionnaire wording of questions, format, etc.

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

Very poor
3 4 5 6 7

C:=D Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.

11-14
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TEX-SIS FOLLOW-UP
Student Follow-up Management Info- ation System

EVALUATION OF
Name
Position_
College Agency
Date

Instructions: After completing the above information, please
respond to this questionnaire according to your own evaluation
of the study and resulting data.

- -----------------
1. Please rank the following types of survey information

according to their relative usefulness to you in your
present position. Place the appropriate rank (1st, 2nd,
3rd, etc.) with 1 = most useful and 8 = least useful,
in the blocks provided. As you will note, the below types
of information are related to specific questions on the
survey instrument.

Course identification

Plans for returning to class

Reason(s) for walk-off status

Present college e- -11ment status

Use if what college services

1 Plans for enrollment in futu e

Current employment status

Opinion of educational experience



2. What additional type(s) of information do you feel should
have been collected from the survey population?

In what way (s) might you be able to.utilize this type of
data in your area of responsibility?

4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?

Procedures for collect ng the data?

c. Ques -naire .wording of questions, format, etc_

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7
Very poor CD CD MO [7.:3 ED C:=3 Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.
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SIS TABULATION SHEET
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TEX-SIS Subsystem III
Procedures Manual (PM)

SUBSYSTEM III
NONRETURNING STUDENT FOLLOW-UP

PoPulation: May include students with both university
transfer/academic and occupational/technical intentions
who, having completed a previous enrollment period, do
not return for a subse uent enrollment_ eriod.

(NRS) Nonreturning Student (F03-1-E) Fink
(OCC/TECH) Occupational/Technical Nonreturning Student
_CF03-2-C Blue

The above two questionnaires collect the below types of
student iollow-up information:

1. Attendance objective(s)

2. Individual course(s) or formal program pursuance

3. Major field of study

4. Sex and ethnic data

5. College enrollment status

6. Employment status

7. Relation of employment to course(s) completed

8. Prior employment in area related to course(s)
completed

9. Opinion of course(s) completed

10. Opinion of student service( ) areas

11. Name of t ansfer college and status

12. Transfer problem a eas

13. Usefulness of training to job performance

III-1



14. Reason(s) for relationship of employment to course s
completed

15. Relation of cou se(s) completed to career plans

16. Suggestions for improvement of course(s) and/or
service(s)

17. General comments

18. Degree ofcompletion of educational objective

19. Rees ) for nonreturning status

20. History of college credit courses completed

21. Future enrollment and/or course interests

22. Opinion of educational experience

23. Course type, target population and level code

The primary purpose of collecting nonreturning student
data is to provide information from a cross-section of the
college's population. The nonreturning student is perhaps the
most heterogeneous population dealt with by SIS. Because of
this, the college may expect to identify certain groupings of
students such as nongraduate "completers," drop-outs, indi-
viduals who have found employment related to the courses com-
pleted at the college without graduating, individuals who
transferred to another college, stop-outs, and other groupings
which may be beneficial to future planning. Of course, much of
the information is related to the student's opinion of whether
the college fulfilled his or her awn individual needs.

The two questionnaires can also be utilized to follow-up
the below two populations of students which the Department of
Health, Education, and Welfare define as "completors":

1. "Students who completed the vocational program
-requirements and left school without graduating.

2. "Students who terminated their training in a
program prior to normal completion time but who
have gained marketable skills and have been em-
ployed full time in tne field for which they
have been trained."

111-2
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The specific sections which treat the above populations for
State reporting p.rposes are selected portions of the informa-
tion contained in the section titled For College Use Only on
both questionnaires, questions A-9 and B-1 on the NRS question-
naire (pink) and questions A-5 and B-1 on the OCC/TECH question-
naire (blue). Of course, as stated previously, the OCC/TECH
questionnaire is designed for occupational/technical students
while the NRS questionnaire is designed for both occupational/
technical and university transfer/academic populations. As can
be noted, the questionnaires collect both data for local ut*1-
ization and State reporting purposes.

111-3
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Data Collection Procedures

The two questionnaires are designed to facilitate a mail-
out survey after the college has identified the appropriate
population it wishes to survey. Although several different
populations are possible, there are two which normally receivemost of the concern. One population consists of those students
who exhibit the HEW characteristics stated previously. Thisdata is normally requested by the State agency as an undupli-
cated population who were enrolled during a specified federal
fiscal year and do not return for enrollment the following
federal fiscal year. The second population consists of those
students who enroll for a specified semester and do not returnfor the following semester. As can be seen, this provides the
potential for feedback from a cross-section of students in a
fairly expedient manner.

Fol a complete discussion of the proper methods to use in
conducting a mail-out survey, Del Mar College's Pollow-u Method-
ology and San Antonio College's Graduate Follow-up subcontractor
reports should be consulted. From a cost-effective standpoint,the higher rate of returns is normally obtained with au initial
first-class mailout, a post-card reminder 6-8 working days later,
and a final letter (with another instrument) being sent out 8-10
working days later. Telephone interviews can be conducted to
increase return rates. A cover letter on college stationery and
a postage-paid, pre-addressed keturn envelope should always ac-
company the instrument. Also, because of the potentially large
population size, a college may desire to use "sampling" pro-
cedures, thereby reducing the size of the mail-outs. For a dis-
cussion of guidelines to follow in utilizing representative
sampling in surveys, College of the Mainland's Representative
Sampling subcontractor report should be consulted. Also included
in this report are techniques for measuring non-response bias.
However, representative sampling techniques cannot normally be
used when completing the TEA follow-up report form.

The two nonreturning student questionnaires have been de-
signed to facilitate a "stick-on" mailing label which can be
used as the actual postal address and will show through the win-
dow of a regular window envelope. The mailing label on the in-
strument can also be used for monitoring returns and deletes the
requirement for the student to enter the information. Three
mailing labels will be required for some students who do not
respond after the initial mail-out and postcard reminder. A
complete list of population names and addresses will be helpful

111-4
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in monitoring returns. Also, for proper identification purposes,
it is helpful to include a student identification number (such
as thesocial eecurifry number) an the questionnaire or mailing
label. When ft:acting the questionnaire, be sure that it is folded
in.a_ manner which will allow it to be returne4 easily in the
smaller postage-paid, return envelope. For cost information
reLating to conducting Tail-out surveys, Navarro College's
Follow-up Costs report should be consulted.

111-5
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Pre arin the Data for Processin

Since some nonreturning student studies have tendencies
toward being fairly high volume studies, provisions have been
made by S1S to process the data by either manual or computer
techniques. Regardless of the method of processing, careful
consideration of the data to be introduced for processing must
be given. As one could readily imagine, there are a large num-
ber of problem areas inherent in the process of a student com-
pleting a questionnaire in a manner which will assure valid
processing of the data. Each questionnaire should be "proofed"
prior to processing in an attempt to provide data which is as
"clean" as possible. Problems such as multiple responses to
questions (i.e. yes/no type questions), questions not answered,
obscure marks, incomplete questionnaires, etc. will normally
be encountered. Also, "comments" and "other" statements writ-
ten by students must be extracted, since computer programs do
not normally process "narrative" type data.

The "coding" of the questionnaires primarily coucerns the
completion of the appropriate boxes in the upper right-hand
corner of the front of the questionnaires. After the student
responds to the "major" blank, the appropriate major field code
should be entered in the 4 code blocks. By combining the ap-
propriate code numbers with the exact nomenclature of the col-
lege's program areas, the data will appear in a much more usable
format. The major field code table utilized may be the college's
awn code listing or codes provided by the Texas Education Agency
and/or Coordinating Board. However, for State reporting pur-
poses, the list of major field codes provided by the TEA should
be utilized. Regardless of what is used, a complete listing of
the major field code table and exact namenclature of your pro-
gram areas should be provided to the individual who is respon-
sible for processing the data.

As can be noted by reviewing the TEA follow-up report form,
the three types of coding (Course Type, Target Population and
Level Code) appear in the same format on the questionnaires as
specified on the State report form. Some abbreviation is used,
but the categories are essentially the same, as noted on the
follmaing page.

4
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Course Type Code
Coop
Non-Coop
Preparatory

Target Population Code
REG (Regular)
DAVT (Disadvantaged)
HNCP (Handicapped)

Level Code
Postsecondary
Adult

The TEA has previously provided definitions of the above
terms although some prdblems still exist with the terms and
their utilization.

The Term Date provides space to enter the last date of
enrolhnent if a college so desires. This can coincide with
the last month and year of the last semester attended if a
college wishes to enter this information an the study's data
record. The Mo (month) designation should be entered as appro-
priate (01-12) with the Yr (year) designation entered as 76,
77, etc.

The Completion Code blocks are primarily provided for
use when conducting graduate surveys although this code may
be used if a college wishes to combine certain degree program
information (Associate in Arts, Associate in Applied Science
Certificate, etc.) with major field code information. This
completion code is not normally used with nonreturning stu-
dent surveys. However, if the college wishes to use this
code, the subsystem titled Graduate Follow-up can be consulted.

The Group Code may be utilized if a college wishes its
data to be processed according to any of the following cate-
gories (0/T for occupational/technical majors, UT for uni-
versity transfer majors, OTH for other majors such as unde-
cideds, and A/CE for adult and continuing educati n students).
The A/CE designation is for form standardization reasons pri-
marily, since it may not be feasible to tmplement this type of
questionnaire on adult and continuing education students.
This block, therefore, is not expected to be utilized to any
great extent in this subsystem.

The Special Code designation may be utilized in the manner
of a college's choosing. Many colleges use this code to dis-
tinguish between different campuses, extension centers, special
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student groupings, etc. The code in this box (which cannot
exceed one digit) can be alphanumeric (letters or numbers).
If this code is used, the person responsible for processing
the data should be provided with information regarding the
codes and their meaning. Other coding possibilities involvethe use of 6-digit FICE numbers to enter the appropriate code
of the college to which the student has transferred (see
question C-1 on the pink NRS questionnaire).

111-8
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Processin_g the Data

The processing of the nonreturning student ques ionnaires
by computer is discussed in the accompanying DPIK (Data Process-
ing Manual). Of course, it may be appropriate (and perhaps
desirable if the number of survey questionnaires is small) to
process the data manually. This consists of tabulating the
number of responses to particular questions on sheets designed
in a manner similar to the lanes included at the end of ehis
subsystem section. Appropriate space has been provided for
"totaling" responses and computing percentages. Also, the ap-
propriate information at the top of each tabulation sheet
should be completed. The manual processing of data is nor-
mally not a large task, especially if the number of question-
naires is small and the tabulation effort can be accomplished
as the questionnaires are received or at periodic intervals
throughout the study period.

If the data is to be processed by individual categories
program area ethnic group, sex, etc.) the appropriate infor-

mation should be entered at the top of each tabulation sheet
and recorded accordingly. You must normally have an individual
tabulation sheet for each category, although different symbols,
different colors of pencils, etc. have been used with some
success.

4 8
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Re prtForat4eort in
Although SIS's report formats are functional, they are

standardized to a great extent and, therefore, will appear
"dry" to some individuals. The report format and method of
reporting follow-up information is one of the most tmportant
segments of conducting follow-up surveys. Many significant
follow-up studies have been rendered useless (or made little
impact) because the survey results were not presented in an
easily understandable format. Of course, if the data is not
utilized to any great extent, there was no reason for conduct-
ing the study initially.

The use of graphs and charts to display the data cannot
be overemphasized. SIS suggests that the follow-up information
of most significance to a local college be extracted from the
report data and given special emphasis through charts, graphs,
and other means. Considerable success has been experienced
when a survey (using the same or similar questionnaire) has
been repeated over a number of semesters or years. Utilizing
this comparative data, an individual can graphically demon-
strate trends or develop conclusions which may produce infor-
mation for predicting future data outcomes. Presentations to
college personnel and meetings to discuss the results of the
survey can also be used advantageously. In this manner, verbal
input can be received for any possible revisions or alterations
which should be made before the survey is conducted agatn. It
is especially important to compute and report percentages of
individual response items in relation to the number of overall
responses to a question. This is normally not a difficult task
with a calculator (although time-consuming) but is considered
"worth the effort" because of Its ability to communicate to a
large number of people.
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§yjationJAjar_y_Ay
S1S suggests that follow-up process evaluation be included

as an integral part of the operation of a follow-up system. By
receiving input from the potential users of the data, one can
make appropriate changes and/or alterations to such items as
questionnaire design, formatting of the report, the procedures
utilized in conducting the study, the need to clarify, add, or
delete certain types of information, and other points of con-
cern. One can also check whether the data is actually being
used in a beneficial manner and, if so, the method of usage.

On the following pages can be found suggested designs for
securing evaluations of the nonreturning student surveys. This
evaluation form can be sent (along with the follow-up report)
to the potential user of the data with a request that it be
completed and returned to the individual who will compile the
results of the study evaluation. After the forms have been re-
turned, the results should be documented and utilized for
conducting future studies of a similar nature.



TEX-SIS FOLLOW-UP
Student Follow-up Management Info a ion System

Instructions: After completxng the above information, pleaserespond to this questionnaire according to your own evaluationof the study and resulting data.

mk.

1. Please rank the following types of survey information accord-ing to their relative usefulness to you in your present posi-tion. Place the appropriate rank (1st, 2nd, 3rd, etc.) with1 = most useful and 22 = least useful, in the blocks provided.As you will note, the below types of Information are relatedto specific questions on the survey instrument.

Ethnic data

Sex data

Primary educational goal

=Degree of goal completion

=Drop-out/stop-out status

1-771 Reason(s) for nonreturn-
ing status

[1:=3 Opinion of educational
experience

Opinion of courses com-
pleted

IiOpinion of student
services utilized

Present employment status

Present college enrollment
status

[---10ther status information

Relation of employmen-: to
courses completed

Usefulness of courses to
job performance

17-1Prior employment information

=Name of transfer college
and status

=Transfer problem areas

r--1 Transfer credit hours
accepted

History of college credit
hours completed

EDRelation of courses to
career plans

LTiFuture course interests

r--71 Suggestions/comment
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2. What additional type (s) of information do you feel should
have been collected from the survey population?

In what way ight you be able to utilize this type of
data in your area of responsibility?

Do you have suggestions for improving the:
a. Manner in which the report was analyzed?

b. Procedures for collecting the data?

c. Questionnaire ( ording of questions, format, etc.)?

What is your overall rating of the survey in terms of its
usefulness in fulfilling y_our own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4
Very poor f= C:=3 C:=3 ED 1---1 vary good

5 6 7

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.



TEX-SIS FOLLOW-UP
Student Follow-up Management Information System

EVALUATION OF OCCUPATIONAL/TECHNICAL NRS SURVEY
Name
Position
College/
Date

ency

Instr s After completing the above information, please
respond-to this questionnaire according to your own evaluation

of the study and resulting data.

1. Please rani< the following types of survey information accord-
ing to their relative-usefulness to you in your present posi-

tion. Place the appropriate rank (1st, 2nd, 3rd, etc.) with

= most useful and 16 = least useful, in the blocks provided.
As you will note, the below types of information are related

to specific questions on the survey instrument.

[Ethnic, data

[hex data

=Primary educational goal

=Degree of goal completion

IDrop-out/stop-out status

1 __Reason(s) for nonreturn-
ing status

r---ip_;resent employment status

LTIJPresent college enrollment

status

rJOthex status info

Relation of employment to
courses completed

Usefulness of courses to
job performance

L 1Prior employment information

History of college credit
hours completed

Relation of courses to

1

career plans

Future course interests

Suggesti _ _ents

a ion El]



2. What additional type(s) of Lnfornation do you feel should
have been collected from the survey population?

In what way(s) might you be able to utilize this type of
data in Your area of responsibility?

Do you have suggestions for improving the:
a. Manner in which the report was analyzed.

b. Procsres ft collecting the data?

Quest unnaire (wording of questions, format, etc.

What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7

Very poor C=1] Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.

111-15

5 4



STUDY: SIS TABULATION SHEET

Nonreturning Student
Section A - Part 1

Page

of

POPULATION:

A
41

(0
1-1

Cd

0

CO

RI

0

A
44
di

. . . . . .......... :::,

: SECT* EVERYONE SHOULD ANSWER
IS SECTION.

li

I
What was you _R-_ 1-3.1Y. objective in att nding
our two-year college?

14-111MILm- s n skills
35-1M1p
36-luniverait transfer credit
7 MOP

I1Full completed _
IIIIIiPartia1ly cpleted
MIE1Not completed

-I

-- On LIM
CIAINIAa

At our eel_ Le ii
another collereENo KM= Ot _er descr_be

4 How much education is (or was) requited to
accomplish your educational objectiVe at our
college?

44-1 Selected course a
0-1(__ rcertificate_program_ --44- Two- -ear associate delree .ro:r

-1 Other deseribe

-1 Com.lered needed courses
-I Trans.or on ._ blame

so-AVIMITrana erre. to er co
_AIANNIFpua, jo.11 occLipat_gon re ate to

course A comlete at t _s co-_ age_
52-I

5.3711MMIP

S44WO
IMO

56-1001D
37.4

ssatisfied iQjth inatruction
_ Diasat ied h content co=

MOP s
i_______

reasons
MillOthe describe

-e- - _
am Satisfied
-311INNeutral

DiAa -oinced
Mil -.- disa..bin

5 5
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STUDY: HIS TABULATION gHEET

Nonreturning Student
Section A - Part 2

Page

DATE: of

POPULATION:

r4

r--I

d
4 4-1

0
C-1

111
r-I
CI

1.4

44
rd

I

my, f you have complct courses in lyn_ir MAJOR FULA]

Very

OF STUDY please rate then according to how wellthey fulfilled your individual needs. Students
h "undecided d -_d" ors should -k to

ue n. Very
Good Good Neu_ al Poor Poor

a.Quality of instru ion

b .Grading/Te ting
_ ---

C .Instructor interist_

&Content of course(s)_
e. Inst motional media

f . Class size

If y.ti have used ,zu of the below )1.] g_..e e services

Iplease rate them according to how well they ful-
filled your individual needs. Very Very

Good Good Neutral Poor Poor

Lfinancial aids

b. Counseling II
c.Job placement services

d.CoursP advisement

e.Tutoring services

f .Veterans services

g.Learning lab/packages
---_

h.Student activities

.Library services

r11Wh hsone the below best describes you _prese
1 j

4 NM E 1. d full time_ MO=
BMW"

Men
gm

35- MN EM . d .a t time
_ 111111

36-1 Unetyi.Lo_ ad se k n 0 erst
37-1 illl kli litary , ful _- time active .ut-
36-11 Rananiiin- educarion at i ei.reMil ---_39-1 Unava a. e o _em ..en e c
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S Y: SIS TABULATION SHEET

Nonreturning Student
Section B

Page
_

ofDATE:

POPULATION:
ba
0

1

0
r--4

cil

L./

0
E'A

W
1-4

cd

4.-1

0
EA

0
41
cd
c4

1

:4PECIO. '.

:::: . : .

.

: . :::
-. . .

P YOU HAVE BEEN EMPLOYED
SINCE YOU LEFT OUR COL-
LEGE, PLEASE ANSWER THIS
SECTION.

A F YO ARE ELOYED, is your_CURRENTL1
present _ occupation related to the courses
you have completed at our college?

MY- 9 directly related
-- -- 40- Y- closel related

WIN

B. NO, have you been employed in an occupa-
tion related to the courses you completed
at our college since y_c24 left our colleg17

related
_

closol- related
No IF NO Go to Section

Please check below if the course(s) you took
at our college helped you in your occupation-
al area in any of the following ways.

-42-1 Hel ed to obtain oh
4.1-1_ Hel ed erformance on_ re
44-1 = Hel- d advance resent ob
4111111None of the above
46-1 Other_ describe

How would you rate the aining you received
our college in relation to its usefulness

to you in performing your Job?

V- v - - --
2 Good

__-_-- _ _-

47 31.INeut
4 Poor

er poor

ould you recOmsmend the course(e) taken at
our college to others employed in positiona
similar to youra?-

_ -___

lindecided
3111Yen
Were you employed in your occupational area
PRIOR to enrolling in the course(s) completed
at our college?

No-_ _--_- _
Yes



S Y: SIS TABULATION SBEET

Nonreturning Student
Section C

Page
-_-_-.

ofDA

POP ION :

1

pe

Eh

CU
4J

H

ll
0

t--I
Cd
.61
0

0.1

.W

_ ... , . . . .

YOU RAVE ENROLLED iN MINER
COLLEGE SINGE YOUR ENROLLMENT AT
OUR COLLEGE, PLEASE ANSWER IRIS
SECTI N.

What is the flarie of your cu n_ (or most
recently attended) college?

011111111
11111,1111111

011110111
1111111

11111

MI

2,
Did you have problms transferring to the
college indicated above?

III
_

I_ENNYes' whatT WITransferrin credit
1111111111

hOu
_ 6-_-1er- seri t °Hems IONION.I63-1 MI Adna saion rob lem5

IIIElow

11111.11111

1101111110
WIN

No 64lOther describe MOO

SW
_

many credit hours_ earned at our college
ere not accepted at the college indicated

above?

_All credit hours acce ted
__ Last 1 - 3 credit hours NI MI

NON3Lot 4 - b credit hours _MOMOMOM _ Lost 7 - 12 oredit hours In IIIIWI 5 Lost 13 - 21 credit hours MN
6 Lost more than 21 credit hours-------_

441
In your Opinion, how well did our college prepare

for continuing education?you your

Ve cod
IIIIIIGoo

eutra_
4 oor
5 Very poor ININM.

NO

A!
0 If yam are cbrrentl:tenr011ed in college, please

indicate your current stauts aod classification
at the college indicated eboVe.

Statu c,..1,4ass.t._L,ILe tlat

111111Part7time student WillFreShman
Etwo$0 of
ranJunior

Less than 12_hours
NO inthmi_ -ina

12 or more hours NANISenior
...P....1_ Gratiate stU'ert MR

IMMANIR
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SIS TABULATION SHEET

Nonreturning Student
Section D

:_::::::::::::

SECT1 A STUDENTS MOULD
SECTION.

Approximately how many credit hoUra have you
completed at our college?

1 None
iiintwo

KO
1 - 1 o

- 0
NM 1111-21 - 30

MMOURIAWFIEK
1111111101111 al - 5

C Moro t an I

How do you see the course(s) completed at our
college in terms of your career plans:

O-Iof immediate direct bene
71-1Q Ong tet=M; rect ene it

-_x/Allelo indirect benefit
no_erierit

Are you interested in taking other courses at
our college? You may include courses not pre-
sently offered hy our college.

MI No
Imo =Yea whi coirBe

Page

of

4.1
cti

1

-20





STUDY: SU TABULATION SHEET
Occupational/Technical

NRS
Section B

Page ---

ofDATE:

POPULATION:

4-I

13-4!

imiumismiamommummirma

0)

r4
Cli

0
6-1

00
7-1
tii
4-1
0
EA

1:4

I

ei

ft
:iiCil
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IF you BAvE BEEN Emu=
SINCE YOU LEFT OUR COL-
LEGE, PLEASE ANSWER THIS
SECTION.

----A. YOU ARE CURRENTLY .-LO _D, is your
ptcSCnt occupation -:e_ red to the courses
oj eve complete at our college?

giti MOW _c

11111111;1111
a o se e ed

B.IF NO, have you been employed in en OecUp4-
tion related to the courses ycw, completed

e e Since ou left our coll-
_cdires_:tl' r-erialexdd

MiiiiiMMONNAMIMOMMEIMOMPAIIII

11.11.1.11111011.11111011111.111111.111M31.0

=MENEMMEr,Yi:
Pleaae check below if the course(s ) you took
at our college helped you in your occupation-

area in any of the following ways.

b6Rl.e Id to ats/.-d

NOM11Hel.ed advance on .-esen----
OW n o he above

monnifts _ e ib_

-------_-....,----

Bow wOuld you rate the training you received
At our college in relation to its usefulnes0
to you in performing your job?

--,-------,------

1111.111211.0
10111111M0

---
Ver ood

_ _ _ _ G _-_-_ -- -- --------
u 1_

Poor
-

---,...-------

4
____

o d you c e d the u s aken at
our college to others employed in positions
_:ilar to yours?

11.JIIti.MUM Urtdecided

you employed in your occupational area
PRIOR to enrolling in the course(s) completed
at our college?

1111111M1140
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DATE:

POPULATION:

S TABULATION SHEET

Occupational/Technical
NRS

Section C

Page

of

_ . .. . .....

Approximately ho
completed at our toll

dit haute hive y u

Mow do you ees the course(s) cornpleted t _ our

college in tea of your career plans:

ene
dlrect Dene

of indirect benefit
of no benefit_

Are you interested La takiog other coursed
college? You may include courses not presently
o fered by our college.

Which statement be&t describes yeur feeling about
your educational experience at our college?

ottgled
Neutral

Yglj_dtPAPPPioted.
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TEX-SIS Subsystem IV
Procedures Manual (PM)

SUBSYSTEM IV
GRADUATE FOLLOW-UP

Population: May include those students who complete
degree or certificate/diploma programs (both univer-
sity transfer/acadonic and occupational/technical)
documented in the coile.e catalog.

§11gZestedinaires:
(GRAD-1) 1st Year Graduate (F04-1-G) Green
(GRAD-3) 3rd Year Graduate (F04-3-B) Gray

2±Aata Collected:

The above three questionnaires collect the below types of
student follow-up information:

1. Attendance objective(s)

Sex and ethnic data

College enrollment status

4. Employment status

5. Relation of employment to program completed

Prior employment in area related to program completed

7. Opinion of program completed

8. Opinion of student service(-) area

9. Name of transfer college and status

10. Transfer problems areas

11. Usefulness of training to job performance

12. Salary information

64



13. Job title and name of employer

14. Reason(s) for non-relationship of employment to pro-

gram completed

15. Relation of program completed to career plans

16_ Suggestions for improve

17. General co- ents

18. Opinion of educational experience

pI

19. Job outlook information

20. Mobility information

gn. am and/or se--ices

Although S1S follows up a variety of different populations,

it is recognized that the group of students most commonly fol-

lowed up is program graduates. Because of this fact and the
realization that, because of the length of time a program grad-

uate has enrolled in an individual college, he or she is proba-
bly better oriented toward having an educated opinion of the

college's operation. By following 515's suggestion of following

up graduates after the first, third, and fifth year, an institu-

tion can gain an insight into the student's status (employment,

continuing education, job satisfaction, obtaining another degree,

etc.) after an enrollment period at the college..

The first year graduate form (green ) can be utilized to

follow-up one of the populations about which the Department of

Health, Education, and Welfare request information. HEW defines

these students as:

"Students who successfully completed the required:
sequence of vocational instruction in their programs

of study and graduated."

The specific sections which treat the above population for

State reporting purposes are question A-2, question C-1, and
selected portions of the information contained in the section
titled For Collee Use Only On the first year graduate form.

These questions are also contained on the third and fifth year

graduate form although this information is not State reported.

However, by including this information on all graduate forms,

comparisons by year can be made if a college so desires. As

1V-2
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noted previously, the questionnaires have been designed for
both occupational/technical and university transfer/academic,
atthough information is requested by the State on occupational/
technical students onty.



Data Colleotion Procedures

For a complete discussion of the procedural operation of

this subsystem, San AntOnio College's Cra4uace,Follow7up. and

Del Mar College's f21122:_a_nlhpdology subcontractor reports
should be consulted. These reports give a detailed descrip-
tion of this subsystem and provide tecommendations for a com-
prehensive follow-up system for graduates. Also, each of the
above subcontracts have an additional questionnaire which has

been tested and can be adapted to anottier institution's use.

From a cost-effective standpoint, thehigher rate of re-
tunis is normally obtained with an initial first-class mail-

ou a post-card zeminder 6-8 working 4Ays later, and a final
letter (with anither instrument) being sent out 8-10 working
days later. Tytephone interviews can bo conducted to increase
return ratesre- A cover letter on college stationery and a
postage-paid, pre-addressed envelope should always accompany
the instrument.

The updating of addresses for third and fifth year follow-

up studies is a troublesome task. Although it is recommended
that considerable effort should be put fordi to obtain correct
addresses, you should expect to receive a large nunber of re-
turned "undeliverables." This impacts response rates signif-
icantly and lends credence to the necessity of assuring that
students who do receive the questionnaire be given every oppor-
tunity to respond. For this reason, it is advisable to make
,a fourth mailing on third and fifth year follow-up studies
with phone interviews if time permits.

rhe three graduate questionnaires have been designed to
facilitate a "stick-on" mailing label which can be used as
the actual postal address and will show through the window
of a regular window envelope. The mailing label on the in-
strument can also be used for monitoring returns and deletes
the requirement for the student to enter the information.
Three mailing labels will be required for some students who
do not respond after the initial mail-out and postcard remind-

er. A complete list of population names and addresses will

be helpful in monitoring returns. Also, for proper identifi-
cation purposes, it is helpful to include a student identifi-
cation number (such as the social security number) on the
questionnaire or mailing label. When folding the questionnaire,
be sure dhat it is folded in a manner which will allow it to
be returned easily in the smaller postage-paid, return envelope.

1V-4



For coSt unformation rela ing to mqil-out surveys, Navarro
College's 1:211Ria!DpALE report should be consulted.

IV-5
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Preparing the Data for Processing

Provisions have been made by SIS to process the data in
this subsystem by either manual or computer techniques. Regard-
less of the method of processing, careful consideration of the
data to be introduced for processing must be given. As one
could readily imagine, there are a large number of problon
areas inherent in the process of a student completing a ques-
tionnaire in a manner which will assure valid processing of
the data. Each questionnaire should be "proofed" prior to
processing in an attempt to provide data which is as "clean"
as possible. Problems such as multiple responses to questions
(i.e. yes/no type questions), questions not answered, obscure
marks, incomplete questionnaires, etc. will normally be en-
countered. Also, "comments" and "other" statements written by
students must be extracted, since computer programs do not
normally process "narrative" type data.

The "coding" of the graduate questionnaires primarily con-
cerns the completion of the appropriate boxes in the upper
right-hand corner on the front of the questionnaires. The
student's major field code (if applicable) can be entered in
the 4 code blocks. By combining the appropriate code numbers
with the exact nomenclature of the college's program areas,
the data will appear in a much more usable format. The major
field code table utilized may be the college's own code listing
or codes provided by the Texas Education Agency and/or Coordi-
nating Board. However, fol State reporting purposes, the list
of major field codes provided by the TEA should be utilized.
Regardless of what is used, a complete listing of the major
field code table and exact nomenclature of your program areas
should be provided to the individual who is responsible for
processing the data. In addition to the coding, the appropriate
alphabetical code according to the below table should be pro-
vided on each program area and entered in the block designated
as Completion Code on the questionnaire if you wish the data
to be processed in this manner:

A Associate
B - Associate
C Associate
D Ausociate
E - Associate
F - Associate
G - Associate
H - Associate

En Arts
in Applied Arts
in Artf. and Sciences
in Applied Arts and Sciences
in Business
in Applied Engineering
in Engineering Science
in General Education

IV-6
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I - Associate in Science
- Associate of Science in Technology

K - Associate in Applied Science
L - Diploma
M Certificate

- Associate in Fine Arts

The ApssIlL2k designation may be utilized in the manner
of a college's choosing. liany colleges use this code to dis-
tinguish between different campuses, extension centers, special
student groupings, etc. If this code is used, the person re-
sponsible for processing the data should be provided with in-
formation regarding the codes and their meaning. The code in
this box (which cannot exceed one digit) can be alphanumeric
(letters or numbers). Other coding possibilities involve the
use of 6 digit FICE numbers to enter the appropriate code of
the college to which the student has transferred (see question
B-1 on the questionnaires) and the use of 6 or 8 digit occupa-
tional titles on question C-2 of the questionnaires. The oc-
cupational titles utilized may be those designated by the De-
partment of Labor or U. S. Office of Education. If the college
desires to code the occupation titles, a complete list of the
code numbers utilized and nomenclature should be provided.

As can be noted by reviewing the TEA follow-up report form,
the three types of coding (Course Type, Target Population and
Level Code) appear in the same format on the questionnaires as
specified on the State report form. Some abbreviation is used,
but the categories are esseLtially the same, as noted below:

Course Type Code
Coop
Non-Coop
Preparatory

Target Population Code
EEC (Regular)
DAVT (Disadvantaged)
MCP (Handicapped)

L vel Code
Postsecondary
Adult

The TEA has previously provided definitions of the above terms
although some problems still exist with the terms and their
utilization.



The Term Date provides space to enter the last date of
enrollment if a college so desires. This can coincide with
the month and year of the student's graduation if a college
wishes to enter this information on the study's data record.
The Mo (month) designation should be entered as appropriate
(01-12) with the Yr (year) designation entered as 76, 77, etc.

The Group Code may be utilized if a college wishes its
data to be processed according to any of the following cate-
gories (0/T for occupational/technical majors, UT for univer-
sity transfer majors, OTH for other majors such as undec!ideds,
and A/CE for adult and continuing education students). The
A/CE designation is for form standardization reasons primarily,
since it may not be feasible to implement this type of ques-
tionnaire on adult and continuing education students. This
block, therefore, is not expected to be utilized to any great
ertent in thil subsystem.

Xv-8



17_roces_Sing_th

The processing of the graduate questionnaires by c mputeris discussed in the accompanying DPM (Data Processing Manual).Of course, it may be appropriate (and perhaps desirable if thenumber of survey questionnaires is small) to process the datamanually. This consists of tabulating the number of responsesto particular questions an sheets designed in a manner similarto the ones included at the end of this subsystem section.Appropriate space has been provided for "totaling" responsesand computing percentages. Also, the appropriate informationat the top of each tabulation sheet should be completed. Themanual processing of data is normally not a large rsk, espec-ially if the number of questionnaires is small -A11,1 the tabula-tion efforc can be accomplished as the questiom, _es are re-ceived or at periodic intervals throughout Om 9tudy period.

If the date s to be processed by individual categories(program area, ethnic group, sex, etc.) the appropriate infor-mation should be, entered at the top of each tabulation sheetend recorded. accordingly. You must normally have an individvaltabulation sheet for each category, although different symbrl:.,different colors of pencils, etc. have been used win EOrnesuccess.

IV-9
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.1.eporc Fpr-mat and Rgp0F_t_ing

Although SIS's report formats are functional, they a e
standardized to a great extent and, therefore, will appear
"dry" to some individuals. The report format and method of
reporting follow-up information is one of the most important
segments of conducting follow-up surveys. Many significant
follow-up studies have been rendered useless (or made little
impact) because the survey results were not presented in an
easily understandable format. Of course, if the data is not
utilized to any great extent, there was no reason for conduct-
ing the study initially.

The use of graphs and charts (especially in third and
fifth year follow-up studies) to display the data cannot be
overemplhvized. SIS suggests that the follow-up information
of most significance.-to a local college be extracted from the

report data and given special emphasis through charts, graphs,

and other means. Considerable success has been experienced
when a survey (using the same or similar questionnaire) has
been repeated over a number of semesters or years. Utilizing
this comparati.ve data, an individual can graphically demon-
strate trends or develop conclusions which may produce infor-

mation for predicting future data outcomes. Presentations to
college personnel and meetings to discuss the results of the
survey can also be used advantageously. In this manner, ver-
bal input can be received for any possible revisiens or alter-
ationg which should be made before the survey is conducted
again. It is especially important to compute and repoaL --

centages of individual response items in relation to the num-
ber of overall responses to a question. This is normally not
a difficult task with a calculator (although time-consuming)
but is considered "worth the effort" because of its ability
to communicate to a large number of people.
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TEX-SIS FOLLOW-UP
udent Follow-up Management Iafo: Syster

EV AT
o

College/Agency
Date

OF GRADUATE:- UR

In After completing the above information, please
respond to this questionnaire according to your own evaluation
of the study and resulting data. ...
1. Please rank the fol1owing types of survey information accord-

ing to their relative usefulness to you in your present posi-
tion. Place the appropriate rank (1st, 2nd, 3rd, etc.) with
1 = most useful and 22 .--- least useful, in the blocks provided.
As you will note, the below types of information are related
to specific questions on the survey instrument.

F---:Ethnic data

F---1Sex data

El] Attendance

Present ernp

'ective

ent status

nrollmentP esent college
status

Other sta

L___JOpinion of p
pleted

Opinion of studen
servi es utiliz

-n

ame of transfer colle e
and status

Transfer problem areas

1= Transfer credit hours
accepted

inion of academic
tion for transfer

Relation of employment to
program completed

Job title and employer

Usefulness of program to
job performance

Salary informatl

=Prior employment information

Job availability information

Ii
repara-

7 5
IV-12

Reason(s) for employment not
being related to program
completed

Relation of program to
career plans

Future course interests

Suggest: ents



2. What additional type
have been collected

s) of information do you feel should
rom the survey population?

In what way(s) might you be able to utilize this type of
data in your area of responsibility?

Do you have suggestions for improving the:
a. Manner in which the report was analyzed?

b. Procedures for collecting the data?

c. naire wording of questions, format, etc.

What is your overall rating of the survey in terms of its
usefulness in fulfilling zaLr own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7

Very poor CD CD r-71 C-73 ED C:=3 CD Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.

IV-13
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TEX-S1S FOLLOW-UP
Student Follow-up Management Information System

EVALUATION OP UATE-3 SURVEY

Position
ollege/Agency

Date

_, ons: After completing the above o a on, please-

pond to this questionnaire according to your own evaluation
of the study and resulting data. .. ..
1. Please rank the following types of survey information accord-

ing to their relative usefulness to you in your present posi-
tion. Place the appropriate rank (1st, 2nd, 3rd, etc.) with
1 most useful and 20 least useful, in the blocks provided.

the below types of information are relatedAs yell will note,
to sp?..cific quest ons on the survey instrument.

[===i Ethnic data= Sex data

[1::]_ Attendance objective

Present employment status

Present college enrollment
status

Other status information

A tivities since completing
program

[7--) Name of transfer college
and status

F-77]Highest degree held

Grade point average at
transfer college

Reiation of employment to
program completed

=Job title and employer

=Usefulness of proram to
job performance

Salary i formation

Distance of r sidence from
college

i"Job satisfaction information

Relation of program to
career plans

ion(s ) for employment not
--ing related to program

completed

C:=3Credit hours completed since
graduation

Li:Suggestions/comments

El
1V-14
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2. What additional type(s) of information do you feel should
have been collected from the survey population?

In what way( t you be able to u- lize this type of
data in your area of responsibility?

Do you have suggestions for improving the:
a. Manner in which the report was analyzed?

b. Procedures for coll cting the data?

Questionnaire wording of questions, format, etc.

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7
Very poor r--1 c=1] C=I Very good

Please use the back of this page for any additional comments
you wish to nake regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.

IV-15
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TEX-SIS FOLLOW-UP
Student Follow-up Mana ement Info ation System

EVALUATION OF
Name
Position
College/Agency
Date

UATE- SUR

Ins o After completing the above information, please
respond to this questionnaire according to your own evaluation
of the suady and resulting data.

1. Please rank the following types of survey information accord-
ing to their relative usefulness to you in your present posi-
tion. Place the appropriate rank (1st, 2nd, 3rd, etc. ) with
1 --. most useful and 20 least useful, in the blocks provided.
As you will note, the below types of information are related
to specific questions on the survey instrument.

F7771Ethnic data

LTIJ Sex data

r _1 Attenda ce objective

1----1Present employment status

LJJob title and employer

=Usefulness of program to
job performance

=Salary information

=Distance of residence from
[-- .Present college enrollment college

status

[1::] Other status information

Activities since completing
program

_ Name of transfer college
and status

----1Highe t degrEe h ld

Grade point average at
transfer college

[1:1] Relation of employment
program completed

I Job satisfaction information

EliRelation of program to
career plans

LiiReason(s) for employment not
being related to program
completed

=7J1 Credit hours completed since
graduation

L)Suggestions/comments

lI

IV-16
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What addit anal type(s ) 'f Information do you feel should
have been collected f. 'urvey population?

In what way( ) might you be able to utilize t
data in your area of responsibility?

of

Do you have suggestions for improving the:
a. Manner in which the report was analyzed?

b. Procedures for col1ectin the data?

c. Questionnaire o ding of questions rmat, etc.

What is your ove all rating of che survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

4

6 7

Very poor r= CDL 3 1 -j Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your tim .

Please return this evaluation form as soon as possible.

IV-17
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4.1

0
E-i

EVERYONE SIOD ANSR$CTiON THIS SECTION.

was your PRIMARY objectivc in attending
our two-year college?

OMB m ov:-ent of ex in b skills
al re.arat OTt or _ o. to e o ined
OMMUO verb t- transfer credit
1111Persona interest

Ot er escr _e

Wh ch one of the below best describes your
present statu

1 £m.io ed full t1e
1 Em o ad a im

1-_ Unemp_oye see _ emp ent-r4m
__ _

42A itar5i--full time detive duty_

Continuin education at h- e level
Unavai sble or em- o describe

Please rate those courses in voilr modem field of
stud according to how well they fulfilled your
own individual needs. very

E.4

' Very
Neut

lity of instruction
w.awawra.kalygar.....=

d.Content of course(s)

e.Instructional Media

f..Class size

only those college services below
yau have utilized according to how well

hey fulfilled your own individual needs.
Very
Good Cood Neu

&Finsncial aids

roe
Very

b.Coanseling

c.Plaoement assistance

d.Course advisement

e.Tutoring serviCes

f.Veterans services

Ming lab/eackages
1111.111111

h.Student activities

i.Library services



STWY: SIS TABULATION SIET

Graduate-1
Section B

Page

of.......... ____
1 POPULATION:
( __

eg)
_

CO
r4
Cd

.IJ

0
EA

---

C)

r4
RI
4.I

0
i'l 44" .. _ -

!

IF YOU HAVE ENROLLED IN
OTHER COLLEGE SINCE YOUR

ENROLLMENT AT OUR COLLEGE,
PLEASE ANSWER THIS SECTION.

What a he name _E your current or moat
ecantly attended) college?

- -------
Did you have problems transferring to the
college indicated above?

111111111 = .

WM anscrio_t roilema MOO
MIN .6 : on b e 6

Other (lase be _

1

How many credit hours earned at our coll g
were not accepted at the college indicated
above?
GOMMAll credit hours accepted_
EglilLost 1_7-7_3 credit hours
EXIMILost 4 - 6 credit hours

,....__.

_ _

BOWILost 7 7 12 credit_hours
Lost 13 - 21 credit hours

MC11.111,ost more than Zl credit hours

If log are currenklv enrolled in collega.,_
___ _

please indicate your current status and
classification st the college indicated above.

Status Classification

-

Emu
171-8TrIWTOMIIIIIIIIEEim

--.- r

How well did the Courses you completed at _
college prepare you for continuing your educe-
tion?

My prenaratilltriail-W6PEERE-_ . _
H- -reparation WAS satisfactory ____ ......

ENO ood in soieTialiT2iity_

1411110NUM
DIAPFsir but all areas could have been-better

re oration U.. in-ailnate



515 TABULATION SHEET Page

POPULATION :
Graduate-1

Section C Patt
of

VDU
F YOU HAVE BEEN EMPLO_
INCE YOU LEFT OUR COL-
-EGE, PLEASE ANSWER THIS
SECTION.

A.IF_YOU ARE CURRENTLY EMPLOYED, is your
present occupation related to the courses
you have completed at our college?

6 , .rect.v re_a e
Y_

9.IF NO, have you been employed in ir. occupa-
tion related to the courses you
at our college since_ you left our

fLg?

es rec-7-1117t7Ta----
fl Yes, c o re are

Please comple the Information below regard
ing t4e occumltion related to the courses
completed at our college.

INT -20



SIS TABULATION MEET Page

Graduate-1 of
Section C - Part 2

r
(''

how would you rate the training you recoived
at our college in relation to its usefulness
-, you in performing your job?

_____-----UVec ood
ENNRIGood
ElNeutral
EL 1900.r_=MU e

p -se chc.Ii blow if the courii317-571-took
at our college helped you in your occupntion-
al area in any of the following ways.

45-IHejped to ob ain lob
46-1He1.ed arformance or, aesentJob
47

41-1

4 11111.0=WEIMM

u

UWOum 40 -_ 499

50 -CM

Eliil 500 - $599
Gm .00 - 6 9

700 799
-iQom :

DIMPE900 _
MI 1 0 0 - 1 99
MI 1 100 = $1 199

121 1 2_ 0 - U

you employed in your occupational ar a
PRIOR to enrolling in the courses completed
at

la_IMIIIMIN

our college?

No
Yes

How
in

would you rate the availability øf_ job
your occupational area?

V :ood
2_

2

G:od
N u al

40.1P.o

8 4
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STUDY:

DATE:

POPULATION:

US TABULATION SHEET

Graduate-1
Section D

SICTIOPI
.-

SHOULD ANSWER
rais SECTION.

If your occupational area is not related to the
courses you have completed at our college (as
indicated in Section C) please check each reason
which applies. If occupatilnsl area is related
to courses completed, go to Question 2.

53-ITransferred to a four - ear colic
541

55-IFreferred

o auf _ntiv
eld of toile

qu I d a -b m
preparation

in another fiel-. -o work
Found better a in ob_in snothe eld

no- find a ob in field of _. a-a 0._Could

but chan ed
MWMINII 0 b

How do you see the courses completed at our
college in terms of your career plans:

40-I

61-1
.m-411, b

of lion term direct benefit
-.- --- - -- -

,14 Jof indirect benefit
- o .13 e_a...)

Art you inLcrested in aking _ etKr _ courses at our
co_lege? You may include courses not presently
offered by our college.

EMI N
r r ._ -

IV-22



SIS TABULATION SHEET

DATE:

POPULATION:

Graduate-3
Section A

Page

of

EVEPYOE SHOUL
THIS SECTION.

__ar was your PRIMARY obectve in attendIng
our two-year college?

m rovement of e
Pre.aretion for ob_to be obtainee
Univ rs nsfer credit

anal interest
_ther desc _be

Which one cf th?.n beLow bec describes you
present sta:luoY

391JEm.lo ad ful
4 A m o ed part _time
4 1Ui , seeking emplbymenc42Militer full time_active dut
4 _on _rA nz education at hi her level

Unavailable for eta lo ant deicrihe

_ ase indicate that activity in which you
re most involved during each of the below

aftis you completed your course work
at our college.

1st 2nd
YR. YR.

Attending collen (other)

rking in fIeld related to
courses completed at our
college

Working in other ile

Unemployed, /ooking for job

aemployed, not looking for
job

Other (describe

4 thHow well did e courses you complet,A at our
college prepare you for the above activities?

iMy preparation was excellent__

-- -re aration was satisfacter--_
IMPREPOBIGood
I'm

in a-rime areas only

EMBFair but all areas eoeld haVe been
IMO etter

IMO e aration waS inadequate

8 6
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STUDY;

DATE:

POPULATION:

SIS IABULATION SREET

Graduate-3
Section B

IF YO0 HAVE ENROLLE7' IN
OTHER COLLEGE SIN . YOUR

SECT' ENROLLMENT AT OUR COLLEGE,
PLEASE ANSWER THIS SECTION.

is the name of your current (Cr most
ently attended) -allege?

Page

of

at is the highest degree you now hold?
RK IN COLUMN B-

Associate (A.A A.A.S., A.S., etc.

Bachelor's Degree (B.A., B.S., etc.

Master's Degree (M.A., M.S., etc.)

Ph.D. or Ed.D.

M.D., D.O., D.D.S., or D.V.M.

LL.B., J.D. (LaW)

Other

b.What are your future degree plans?
Mark in Column A

c.In what field of study is the
highcst degree you now hold?

What is (was) your overall grade point average
in your transfer c011ege?

Le n

1.0 - 1.9
2.0 - 2.9

II If ypu are currently enrolled to colJege,
please indicate yoUr cUrrent statue and
elassifiCatiOn at the college indicated above.

StatUs Classification
OffUell111 iJ

ILT111NMWM
111111111M1.111111111111.W1.11

Less than 1 -hours
.1D-1114.1

-

Senic
Grn te itiTderrt

Other

IV-24



STUDY: SIS TABULATION.SHEET

Graduate-3
Section C - Part 1

Page_ _
ofDATE:

POPULATION:

bo
g
.r.4

1

cc
4.1

0

0
,...1

tel

&;)

0
i=4

IF YOU HAVE BEEN EMPLOYID
SINCE YOU LEFT OUR COL-
LLGE, PLEASE ANSWER THIS
SECTION.

A.IF YOU ABE OWBENTLY EMPLOYED, iS your
present occupation related tO the courses
yOu_have completed at our college?

(I eti eect re a e Mini=Yea c _ose re ate_
_

111W1111
4101-

B.Iy NO, have you been employed in an cccupa-
l-

inui i -411frt : _

gm ri _ect re a e
Yes close re a e.
_0 IFt,-_Ge_ to Section D

Please ccmvlete the information below regard-
ing thL, occupation related to the courses
completed at our college.

8 8
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SIS TABULATION SHEET

Graduate-3
Section C - Part 2

CA

0

How would y u rate the training you received
at our colee in relation to its usefulness
o you in performing your job?

V ood
d_ _

_ Neurjl
COM

Verioor
_f ygu 4rp 252loyed full-time

, pleas
indicate your approximate average monthly
salary range (gloss) below. This informa-
tion, when combined with other members cs;:
your graduating class, will provide valu-
able information to other individuals in
career planning.

El 00
0 - 399

ELM 4 _ 99
CIO

11:
._

00 99
600 - 699
700_7_ 799MI 800 899

MI 900 999
7r00bT-71-3T9-9

00 - $1 199
1200 - U

5
_ ----

How far from our college are you currently :
living?

11111U to 25 m e

6
MI 25 -49 miles

Elni. 50 =_ 99 mil
CAP 0 - 199 desiE/ I u -- I* w__ K-----
How satisfir k a _ you with your ijeld of
emp oymeol

I1Extrem. :,_satis ed

Neutral
la Un a _d
El ,Eremel sati ed

How do you see the courSes comp ed at our
college in terms of your career plans:

of jedite direct binfite
39iof lan ; term d rect bene

_4*-4of ijidircbenefi_ _

i 1 . l_. .=,_! JA___________

8 9
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STUDY:

DATE:

POPULATION:

SIS TABULATION SHEET Page

Gradute-3 of

Section D

I-1

E.4

sr-
.

SECT1
VERYONE SHOULL ANSWER
THIS SECTION.

I your occupational area is not related to _ the
courses you have completed at our co'lege (as
indicated in Section C) please chcc:.. .ach reason
,AHch applies. If occupational area ia related

:ses completed, go to question 2.

45 I

47-1

4

crransferred to a four- ear colle e_
VafficienZly qualifie4 for_a.job in m
field of colle e .re.aration

Preferred to work in another field
Found bet er eying job
Could not find eal in field ° eaao

but c -ed

Would you recommend the courses you completed a
oor college to others?

E
Yes
No

Have you completed credit courses at our college
since your ol4ginal date of completion?

90

IV-27



STUDY

DATE:

POPUUTION:

rI
0

7-1

SIS TABULATION

Graduate-5
Sect..i,on A

EET Page

of

............ .

SECT'
EVERYNE SHOULD ANSWER
THIS F7CTT'ON.

What gas your PRIMARY objective in a tending
our cwo-year college?

0
4-1
0
EA

1Improvei nt of exiaLin ob_sk lls"
1Preparation for "lob to be obtained"

41,j1inive ans credit
int_ _

-1 Othe

ich one of the below best describes your
present status?

39IEmp1oysd d, full time
4921LJETploxed,_part

seeki em eAt
ry u time active duty

ia-il Itinuin education 4c higher_ levq!
ent describUnavailable for

1st 2nd 3rd
YR. YR= YR.

(Please indicate that activity in wUch --uX2
jwere most involved during each of ,,:he below
years giLtsa you completed your course t.'ork
at our college.

4th

Attending college (4 yr.)

Attending college (other)

rking field related
to courses completed at
our college

orking in othAr field

Unemployed, lo0Vng fo
job

Unemployed, not looking
for job

Other (describe)

4 How well did the courses y13.5 completed at our
college prepare you for the above activities?

Eli

Fa

_preparation was excellent
tersi-ecion use satisfacto

7ome reas_ on;
h-71. areas cou d ewe Tei0

better
zreneratot P4s inwlo ite



S1S TABULATION SHEET

DATE:

POPULATION:

Graduate-5
Section B

Page

of

IF YOU HAVE ENROLLED IN
ANOTHER COLLEGE SINCE YOUR
ENROLLMENT AT OUR COLLEGE,
PLEASE ANSWER THIS SECTION

Is the name o_ your current (or most
recently attendee) college?

Associate (A.t,., A.A.S., A.S., etc

achelor's Dpgree (B.A., B.S., etc.

Ph.D. or Ed.D.

D., D.O., D.D.S., or D.V.M.

B.D. oL M.Div. (Divinity)

Other

__22That are your future degree plena?
Mark in Column A

c,In what field of study is the
highest degree you now hold?

(was) your overall grade .0 nt
n your transfer college?

s_ han_ LO_iOl9
-2O-2.9

9

4.

_f 32g gre ourrenm enrolled
please indicate your current
clasaifination at the coIlegs

!tatus
legefiMlniraliTrir
'Less than L2 hciir

Jstuden
CUlL_mmore'hou

.. ... ,

in co egg:
tatus and
indicated Above.
Clasatficattom



STUDY:

DATE:

POPULATION:

SIS TABULATION SHEET Page ;

Graduate-5
Section C - Part i

of

=
YOU HAVE BEEN EMPLOYED

SINCE YOU LEFT OUR COL-
LEGE, PLEASE ANSWER THIS
SECTION.

rOENTLY EMPLOYED, is your
on related co the courses
red at our college?

r-r

NC
tion

bay, 704 DL employed in an occupa-
1 :0 the :ourses you completed

eth Ci?__ 12g left our college?
..ate

v ,=iated

u

ease complete the infonnation below regard-
ng the occupation related to the courses
completed at our college.

V-0



[!TIJDY:

LL

C C!)tr
I J

0
E

SIS TABULATION SHEET

Graduate-5
Section C - Part 2

the training you received
nt ir college in relation to its usefulness
to you in pirfor ing your job?

=

= 34-13LJeutra1
J4Poor
[s Vyj,o
1L aro ployed full-time, please

Jindirat your approximate average monthly
salary range (grass) below. This infarma-
tioji, when combined with other members of
your graduating class, will provide valu-
able information to other individuals in
career planning.

Lo $300
!JiPO -99
CjJJ$400 $499
DLJ$500 -99
FEiJ$600 -$99

Th F $700-9
$800 $899

HJ$90O -

iEJl ,000

LJ$l. 100 1Ti
$1, 200 -EJ

5
iHaw

_Jliving?
far from our calloge are you currently

to 25 miles
25 - 49 miles2

36 3 50 - 99 miles
4 100 199 mile
5 200 miles v

'How satisfied are you field cL
employment?

?LJExtreme
2LiJ Sat is fled

33iL..N.tra1

4 Unsatisfied
Extremely unsatisfied

7 fi4ow

_J
do you See the courses comp]eced at our

colleg' n terms of your career ,1ans:

r -tLJof 1nediate direct
L term, direct benefit

4O-lLjof indirect bena
Jof no benAj

94

Page

of______

&) CU

CU

U]
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STUDY:

DATE:

POPULATION:

SIS TABULATION SHEET Page

Graduate-5 of ---
Section D

. . . ..... . .. .... ....

SE:
EVERYONE SHOULD ANSWER
THIS SECTION.

your occupational area s no- related the
courses you have completed at our college (as
indicated in Section C) please check each reason
which applies. If occupational atee is related
to courses completed, go to Question 2.

42-1 Transferred a f or, ear c le e
lNotsuLficientiy a_lebirti_.

-Id college preparation
447111O' _e__e o n anot e

a-AIMIOF und better paying Ipb ip another field__
44-lould not find_a job in field of praparation
47-111111 -rkid _eviousld o,f2rip-Asatios,

hu changed
sc e

ould you _-_--mmend the courses you -__ pleted at
our college to others?

11111111F-TM

UM -
No

Have you completed credit cour e at our college
since your original date of completion?

UMW MAJY ' o mary hoors?MIN - 2

l6lR
I r__ -an l$

IV.32
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TEX-SIS Subsystem V
Procedures Manual (FM)

SUBSYSTEM V
EMPLOYER FOLLOV-UP

Population: Nay include those enploye cupa-
tional/technical program graduates who have responded
to a (Jrafluate follow-u su

ed Instrumentation:

Type _of Data Gollecte

The above questionnaire collects the below types of student
follow-up information:

Opinion of the training received by the program
graduate

2 Suggestions for improvement of the program

U efulness of training to job performance

General corm-tents

5. Job outlook infoimation

6. Opinion of job performance and upward mobility

7. Suggestions for needed training programs

8. Placement source

Although the employer follow-up subsystem is the only SIS
subsystem which does not collect information from former stu-
dents, it is the subsystem which could have the largest poten-
tial impact on a college's operation. From am employer survey,
une can gain valuable insight and information relative to the
needs of those firms or individuals who may be employing occu-
pational/technical program graduates. Also, graduate follow-up
data can be substantiated to a certain extent and information
regarding the employer's "opinion of the training received by
the program graduate" is valuable information. Information
pertaining to additional areas of needed training, sources of
hiring, and comparisons of program graduates with employees
"without such college training" is also obtained.

V-1
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Data Collection Procedures

Fox a complete discussion of the procedural operation ofthis subsystem, Amarillo Collew!'s P.221.9m.tnaLloy_f4R subcon-
tractor report should .be consulted. This report gives a de-
tailed description of this subsystem and provides recommenda-tions for conducting an employer survey.

From a cost-effective standpoint, the Ttigher rate of re-turns is normally obtained with an initial ..irst-class mail-out, a post-card reminder 6-8 working days later, and a finalletter (with another instrument) being sent out 8-10 working
days later. Telephone interviews can be conducted to increaseretuo-u rates. A cover letter on college stationery and a
postage-paid, pre-addressed envelope should always accompa-ythe in.strument,

Although the name and address of t!le employer and jobtitle of the graduate can be e:tracted from the returned grad-uate survey instrument, addresses should he "spot-checked"for LIcomplete information which might prevent the question-
naire from being delivered. As can be noted by reviewing thequestionnaire, space has been provided far the entering ofthe graduate's name, job title, program major, and employer
name. Also, it is usually common to follow-up only thosemployers of graduates who are working in an occupation
directly related or closely related to the program from whichthey gladuated.

The employer questionnaire Las been designed to facil-
itate a "stick-on" mailimr, label which can be used as the
actual postai address and will show through the window of aregular window envelope. The mailing label on the instrument
can also be used for monitoring rLturns and deletes the re-quirement i;or the employer to enter the information. Three
mailing labels will be required for some employers who do not
respond after the initial mail-cut and postcard reminder. A
complete list of population names and addresses will be help-ful in monitoring returns. When folding the questionnaire,be sure that it is folded in a manner which will allow it tobe returned easily in the smaller postage-paid, return en-velope. For cost information relating to mail-out surveys,Navarro College's Follaw-u Costs report should be consulted.

V-Z
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Preparing the Data for Vroc_t_s_J-iag

Provisions have been made by SIS to pro ess the data in

this subsystem by either manual or computer techniques. Re-

gardless of the method of processing, careful consideration

of the data to be introduced for processing must be given..

As one could readily imagine, there are a large number of

problem areas inherent in the process of a respondent complet-

ing a questionnaire tn a manner which will assure valid pro-

cessing of the Liza. L:ch questionnaire should be "proofed"
prior to processing in an attempt to provide data which is as

clean" as possible. Problems such as multiple responses to
questions (i.e. yes/no type questions), questions not answered,

obscure marks, incomplete questionnaires, etc. will normally

be encountered. Also, "comments" and "other" statements writ-
ten by employers must be extracted, since computer programs

do not nonially process "narrative" type data.

The "coding" of questionnaires primarily concerns the corn-

pletion of the approprtate boxes tn the upper right-hand corner

of the front of the questionnaire. Ethnic group and sex infor-

mation eau be extracted from your student master files or the

returned graduate questionnaire if you wish your data processed

by these categories.

The student's major field code can be entered in the 4

code blocks. By combining the appropriate code numbers with

the exact nomenclature of the college's program areas, the data

will appear in a much more usable format. The major field code

table utilized may be the college's awn code listing or codes

provided by the Texas Education Agency and/or Coordinating

Board. Regardless of what is used, a complete listing of the

major field code table and exact nomenclature of your program

areas should be provided to the individual who is responsible

for processing the data. In addition to the coding, the appro-
priate alphabetical code according to the below table should

be provided on each program area and entered in the block desig-

nated as c.2T212tion Code on the questionnaire if you wish the

data to be processed in this manner:

A - Associate in Arts
B Associate in Applied Arts
C - Associate in Arts and Science

- Associate in Applied Arts and Sciences
E - Associate in Business
F Associate in Applied Engineering

V -3
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G - Asocjate
H Associate

- Associate
- Associate

K - Associate
L Diplana
M - Certifica
N Aesociate

in Enginew7lng Science
in General Edication

Science .

of Science in Techno-_egy
in AppUed Science

in Fine Ar s

As can be noted by reviewing the TEA foliew-up report form,
the three types of coding (Course Type, Targer Population and
Level Code) apnear in the same format an the questionnaires as
specified on the State report form. Some abbzoviation is used,
but the categories are essentially the same, as :toted below;

Course Type Code
Coop
Non-Coop
Preparatcry

Target Population Code
REG (Regular)
DAVT (Disadvantaged)
HNCF (Handicapped)

Level Code
Postsecondary
Adult

The TEA has previously provided definitions of the above terms
although some problems still exist with the terms and their
utilization. Including the above information on the employer
questionnaire is, of course, for code block standardization
only and is not to be considered for State reporting purposes.
However, these blocks can be utilized if a college wishes to
perform comparison studLes according to the above categories.

The Term Date provides space to enter the last date of the
graduate's enrollment if a college so desires. This can coin-
cide with the month and year of the student's graduation if a
college wishes to enter this information on the study's data
record. The Mo (month) designation should be entered as appro-
priate (01-12) with the Yr year) designation entered as 76, 77,
etc.

The Group Code may be utilized if a college wishes its
data to be processed according to any of the following categories
(OPT for occupational/technical majors, UT for university trans-
fer majors, OTH for other majors sech as undecideds, and A/CE
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for adult and continuing education stude. t ). The A/CE desig-
nation is for form standardization rep,sons primarily, since it
may not be feasible to implement this type of questionnaire
an adult and continuing education students. This block, there-
fore, is not expected to be utilized to any great extent in
this subsystem. Also, the U7 and OTH designations will prob-
ibly have minimal usage.

The §yecial Code_ designation may be utilized in the manner
of a college's choosing. Many colleges use this code to dis
anguish between different campuses, special student groupings,
etc. The code in this box (which cannot exceed one digit) can
be alphanumeric (letters or numbers). If this code is used,
the person responsible for processing the data should be pro-
vided with information regarding the codes and their meaning.
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Processing the Data

The processing of the employer questionnaires by computer
is discussed in the accompanying DPM (Data Processing Manual).
Of course, it may be appropriate (and perhaps desirable if the
number of survey questionnaires is small) to process the data
manually. This consists of tabulating the number of responses
to particular questions on sheets designed in a manner similar
to the ones included at the end of this subsystem section. Ap-

propriate space has been provided for "totaline responses and
computing percentages. Also, the appropriate infonmation at
the top of each tabulation sheet should he completed. The

manual processing of data is normally not a large task, espec-
ially if the number of questionnaires is small and the tabula-
tion effort can be accomplished as the questionnaires are re-
ceived or at periodic intervals throughout the study period.

If the data is to be processed by individual categories
(program area, ethnic group, sex, etc.) the appropriate in-
formation should be entered at the top of each tabulation
sheet and recorded accordingly. You must normally have an
individual tabulation sheet for each category, although dif-
ferent symbols, different colors of pencils, etc. have beet
used with some success.

V-6

02



Although SIS's report formats axe functional, they are
standardized to a great extent and, therefore, will appear
"dry" to some individuals. The report fornat and method of
reporting follow-up information is ane of the most important
segments of conducting follow-up surveys. Many significant
follow7up studies have been rendered useless (or made little
impact) because the survey resuLtt. were not presented in an
easily understandable format. Of course, if the data is not
utilized to any great extent, there was no reason for conduct-
ing the study initially.

The use of graphs and charts to display employer data
cannot be overemphasized. SIS suggests that the follow-up in-
formation of most significance to a local college be extracted
from the report data and given special emphasis through charts,
graphs, and other means. Considerable success has been ex-
perienced when a survey (using the same or similar questicanaire
has been repeated over a number of semesters or years. Utiliz-
trig this comparative data, an individual can graphically demon-
strate trends or develop conclusions which may produce informe-
tion for predicting future data outcomes. Presentations to
college personnel and meetings to discuss the results of the
survey can also be used advantageously. In this manner, verbal
input can be received for any possible revisions or alterations
which should be made before the survey is conducted again. It
is especially important to compute and report percentages of
tndividual response items in relation to the number of overall
responses to a question. This iS normally not a difficult task
with a calculator (although time-consuming) but is considered
"worth the effort" because of its ability to communicate to a
large number of people.
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Evaluation of the

SIS suggests that follow-up process evaluation be included
as an integral part of the operation of a follow-up system. By
receiving input from the potential users of the data, one can
make appropriate changes and/or alterations to such items as
questionnaire design, structuring of the report, the procedures
utilized in conducting the study, the need to clarify, add, or
delete certain types of information, and other points of concern.
One can also check whether the data is actually being used in a
beneficial manner and, if so, the method of usage.

On the following pages can be found a suggested design for
securing an evaluation of the employer survey. This evaluation
form can be sent (along with the follow-up report) to the po-
tential user of the data with a request that it be completed and
returned to the individual who will compile the results of the
study evaluation. After the forms have been returned, the re-
sults should be documented and utilized for conducting future
studies of a similar nature.
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TEX-SIS FOLLOW-UP
Student Follow-up Management Informati n System

LOYER SURVEY
Name
Position
College/Agency
Date

Instructions: After completing the above in rmation, please
respond to this questionnaire according to your own evaluation
of the study and resulting data.

-

1. Please rank che following types of survey information accord-
ing to their relative usefulness to you in your present posi-
tion. Place the appropriate rank (1st, 2nd, 3rd, etc.) with
1 = most useful and 13 = least useful, in the blocks provided.
As you will note, the below types of information are related
to specific questions on the survey instrument.

Ethnic data

Sex data

Job titl /s-a:us information

Employer's relationship with graduate

Opinion of training received in personal skill areas

Opinion of training received in technical skill areas

Overall rating of training receiv d

Job availability information

LAUsefulness of program to job perforance

r-TOpinion of upward mobility capability

Source of placement

Suggestions/comments

Additional areas in which training is needed
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2. What additional type(s ) of information do you feel should
have been collected from the survey population?

In what way( ) might you be able to utilize this type of
data in your area of responsibility?

4. Do you have suggestions for improving the:
a. Manner in which the report was analyzed?

b. Procedures for collecting the data?

c. Questionnaire wording of questions, format, etc.

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your_ own individual needs for
information. Check the appropriate box according to the
below scale:

2 3 4 5 6 7

Very poor LJ C:=D Ei Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.
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STUDY:

DATE :

SIS TABULATION SHEET

Employer

Page

of
POPULATION

Is the job title and status of the above graduate
accurate?

00

r1
0) al

4-1
0

E-f ti41.

IF NO i1ese describe _change() below

at is -our relatIonship with the ehevf graduate?

1 SU
JPersonne

41 _ C.F-Torke
earl

Please rate the training received by the graduate
n the following personaA skill areas. Please
respond only to those areas you feel are appro-
riate. Very

Good Good
a.Accepting responsibili

b.PUnntuality

Neutra --Poor--
Very
Poor

c.Personal initiative

d.Willingness to learn

e.Co-worker cooperation

f.bianagement cooperation

g.Work attendance

h.Work attitude

i.Personal appearance

j.Compliance with policies

Please rate the training received by the graduate
n the f-Alewing technical skill areas. Please
respond only to those areas you feel are applica-
ble to the occupational area. Very

Good Good
a thematical skills

b.Technical knowledge

Poor
Very
=Poor--

c.Organiational ability

d.Communication skills

Problem solving skills

f.Work quality

g.Work quantity

h.Manual dexterity

i.Meeting the public

j.Following instructions

n of equipment



STUDY:

DATE

POPDIATION:

SIS TA.BULATION SHEET

Employer

_ your overall rating of the training
ceived by the graduate as it relates to the

eureentn of his or her oh7
1Vero od

G od
eu
Poo
V

What In your opinion, is the job outlook
for program graduates of this particular
occupational fieid?

Present Futi

3
Po

a result of the graduate 'r co _ig in,
ng, how would yot rate his or her prepara-
tion in relation to other employees without
such college training?

has_ s for a in
Graduate is be t r red
Both are about MO
Graduate La less _re ared

To what extent, if ny, h a the aduate's
lege trairdng added to hie or her abilit

or job placement and mdvancement?

2 Eli Much

n What waa the primary source(s) for du
7 initial hiring of the graduate (lased?

Colle a ob rement
MUCUA ate uaintenee
A. licant 4 lied on own 'ilia __vi





TEX-SIS Subsystam Vi
Procedures Manual (PM)

SUBSYSTEM VI
ADULT AND CONTINUING EDUCATION FOLLOW-UP

Ponulation May include students who complete pre-
paratory, supplemental, or other adult and continu-
in education courses.

Supjsted I sirumentation:
(A/CB-PREP) A/CE Preparatory (F06-1-B) Natural
(.A/CE-SUPP) A/CE Supplemental (F06-2-B ) Yellow
(A/CE-OTR) A/CE Other (F0.6_-3-C) Red

Type of Data Collected:

The above questionnaires collect the below types of stu-
dent follow-up information:

1. Employment status

2. Relation of employment to course completed

3. Opinion of course completed

4. Suggestions for improvement of course

5. General comment-

6. Future enrollment and/or course interests

7. Usefulness of training to job performance

8. History of college credit courses completed

9. Course identification

10. Sex and ethnic data

Although the follow-up of adult and continuing education
students is not widely conducted, SIS provides this subsystem
for Chose who wish to conduct such surveys. The information ob-
tained from this population is valuable and can be utilized to
identify the need for additional courses. Also, information
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pertaining to the s udent s desire to coritiru.ie to enroll in
noncredit and/or semester credit courses is'obtained.

Aside fram the above, one of the questionnaires can be
utilized to follow-up adult and continuing education prepara-
tory comoleters about uhich TEA annually requests information.
The "A/CE-PREP" questionnaire specifically contains that in-
formation requested for State reporting purposes and is, for
all practical purposes, identical to the questionnaire con-
tained in the State Follow-up Reporting subsystem.



Data Collection Procedures

All of the questionnaire forms facilitate a mail-out or
in- lass survey. However, SIS's intentions reflect a mail-
out of the "PREP" (natural color) questionnaire, the imple-
mentation of an in-class or mail-out eurvey_ for the "SUPP"
(yellow) questionnaire, with the "OTR" (reJ) questionnaire
being implemented in-class. For in-class surveys, the last
day of the courses can be used for the survey period. For
a complete discussion of the proper procedures to follow
when conducting a mail-out survey, Del_Mar College's Fellow7_
up_Methodology and San Antonio College's Oraduate Follow7up
subcontractor reports should be consulted.

From a cost-effective standpoint, the higher rate of
returns is normally obtained with an initial mail-out, a
post-card reminder 6-8 working days later, and a final
letter (with another instrument) being sent out 8-10 work-
tng days later. Telephone interviews can be conducted to
increase return rates. A cover letter on college stationery
and a postage-paid, pre-addressed return envelope should al-
ways accompany the instrument,

The instruments have been structured to facilitate a
"stick-on" mailing label which can be used as the actual
postal address, and will show through a regular window en-
velope. When combined with a cover letter and return en-
velope, the instruments will remain in place in a regular
business envelope. Three mailing labels will be required
for some students who do not respond after the initial mail-
out and post-card reminder. You will also need a complete
list of population names and addresses for recording returns.
Also, for proper identification purposes, it is helpful to
include a student identification number (such as the social
security number) on the questionnaire or mailing label.
For cost information relating to mail-out and "in-house"
surveys, Navarro College's Follow-up Costs should be con-
sulted.
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i'reparing the Data for Processin

Provisi ns have Seen madeby SIS +3 process the data in
th s subsystem by either manual or computer techniques. Re-
ga &less of the method of processing, careful consideration
of the data to bet.iniroduced for processing must ba given.
As one could rea4ily imagin., tilere arc a large number of
problem areas inherent in the process of a student complet-
ing a questionnaire in a manner which will assure valid pro-
cessing of the data. Each questionnaire should be. "proofed"
prior to processing kn an attempt to provide data which is
as "clean" as possible. Problems such as multiple responses
to questions (i.e. yes/no type questions), questions not an-
swered, obscure-marks, incomplete questionnaires, etc. will
normally be encountered. Also, "cements" and "other" state,
ments written by students must be extracted, since computer
programs do not normally process "narrative" type data.

The 'coding f the PREP questionnaire primarily concerns
the completion of the appropriate boxes in the lower portion
of the instrument. The student's course code can be entered
in the 4 code blocks. By combining the eppropriai.e code num-
bers with the exact nomeftclature of the college's adult pre-
paratory courses, the data will appear in a much more usable
format. Tha course code table.utilized may be theeollege's
own individual code listinsror codes provided by the Texas
education Agency. However, for State reporting purposes, the
list of adult preparatory course codes provided by the TEA
should be utilized. Regardless af what is ueed, a complete
listing of the. course code table and exact nomenclature of
your adult preparatory courses should be provided to the in-
dividual who is Tes onsible for processing the data.

As can be noted by reviewing the TEA follow-up report
form, the three types of coding (Course Type, Target Popula-
tion and Level Code) appear tn the eame format on the ques-
tionnaires as specified on the State report iorm. Some ab-
breviation is used, but the categories are essentially the
same, as noted below:

Course Type Code
Coop
Non-Coop
Preparatory

Target Population Code
REG (Reguiar)
DAVT (Disadvantaged)
HNCP (Handicapped)
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Level Code
Postsecondary
Adult

The TEA has previously provided definitions of the above terms
although some problems still exist with the terms and their

utilization.

The Term_Date provides space te enter the last date of

enrollment if a college so desires. This can coincide with
the month and year when the student completed the adult pre-
paratory course if a college wishes to enter this information

on the study's data record. The NO (month) designation should
be entered as appropriate (01-12) with the Yr (year) designa-

tion entered as 76, 77, etc.

The Completion_ Code is a code for utilization when pro-
cessing graduate and other data and is not normally utilized

when processing adult and continuing education data. The
Croup Cede designation in this subsysteta will always be the

A/CE block unless otherwise required.

The Special Code designation may be utilized in the ma -
ner of a college's choosing. Many colleges use this code to
distinguish between different campuses, extension centers
special student groupings, etc. The code in this box (which
cannot exceed one digit) can be alphanumeric (letters or num-

bers). Also, space has been provided on the PREP (natural
color) questionnaire to record the source of the data (i.e.
mail questionnaire, interview, or school records).

It should also be noted that, on the front of the SUPP
(yellow) and OTH (red) questionnaires, space has been provided
for the proper designation of the department, course, and
section numbers (if applicable) of the adult and continuing
education course(s) surveyed. By recording this information
in this manner, the Iata can be analyzed according to these
categoties. Also, Group Code and S ecial Code designations
which were discussed previously, are included.



Processing the Data

The processing of the adult and continuing education ques-
tionnaires by computer is discussed in the accompanying DPM
(Data Processing Manual). Of course, it may be appropriate
(and perhaps desirable if the number of survey questionnaires
is small) to process the data manually. This consists of
tabulating the number of responses to particular questions
on sheets designed in a manner similar to the ones included
at the end of this subsystem section. Appropriate space has
been prov!ded for "totaling" responses and computing percen-
tages. Al3o, the appropriate information at the top of each
tabulation sheet should be completed. The manual processing
of data is normally not a large task, especally if the number
of questionnaires is small and the tabulation effort can be
accomplished as the questionnaires are received or at periodic
intervals throughout the study period.

If the data is to be processed by individual categories
course, department, section, etc.) the appropriate information
should be entered at the top of each tabulation sheet and re-
corded accordingly. You must normally have an individual tab-
uation sheet for each category, although different symbols,
different colors of pencils, etc. have been used with same
success.
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Report Format and Repor4ng

Although S1S s report formats are functional, they are
standardized to a great extent and, therefore, will appear
"dry" Lc) some individuals. The report format and method of
reporting follow-up information is one of the most tmportant
segments of conducting follow-up surveys. Many significant
follow-up studies have been rendered useless (or made little
impact) because the survey results were not presented in an
easily understandable format. Of course, if the data is not
utilized to any great extent, there was uo reason for con-
ducting the study initially.

The use of graphs and char s to display the data cannot
be overemphasized. HS suggests that the follow-up information
of most significance to a local college be extracted from the
report data and given special emphasis through charts, graphs,
and other means. Considerable success has been experienced
when a survey (using the same or similar questionnaire) has
been repeated over a number of semesters or years. Utilizing
this comparative data, an individual can graphically demonstrate
trends or develop conclusions which may produce information
for predicting future data outcomes. Presentations to college
pergonnel and meetings to discuss the results of the survey
can also be used advantageously. In this manner, verbal input
can be received for any possible revisions or alterations
which should be made before the survey is conducted again.
It is especially important to compute and report overall re-
sponses to a question. This is normally not a difficult task
with a calculator (although time-consuming) but is considered
"worth the effort" because of its ability to communicate to a
large number of people.
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Evaluatiovey
StS suggests that follow-up process evaluation be included

as an integral part of the operation of a follow-up system. By
receiving'input from the potential users of the data, one can
make appropriate changes and/or alterations to such items as
questionnaire design, structuring of the report, the procedures
utilized in conducting the.study, the need to clarify, add, or
delete certain types of information, and other points of concern.
One can also check whether the data is actually being used in a
beneficial mariner and, if so, the method of usage.

On the following pages can be found suggested designs for
securing an evaluation of the adult and continuing education
student surveys. This evaluation form can be sent (along with
the follow-up report) to the potential user of the data with a
request that it be completed and returned to the individual who
will compile the results of the study evaluation. After the
forms have been returned, the results should be documented and
utilized for conducting future studies of a similar nature.
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TEK-SIS FOLLOW-UP
Student Follow-up Management Information System

EVALUATION OF ADULT AND CONTINUING EDUCATION P P TORY Y
Name
Position
College Agency
Date

Instructions: After completing the above information, please
respond to this questionnaire according to your own evaluation
of the study and resulting data.

. . ,M . ......... ..
1. Please rank the following types of survey information

according to their relative usefulness to you in your
present position. Place the appropriate rank (1st, 2nd,
3rd, etc.) with 1 = most useful and 7 = least useful,
in the blocks provided. As you will note, the below types
of information are related to specific questions on the
survey instrument.

Present employment status

Present college enrollment status

1-710ther status information

Relation of employment to course completed

Course identification

LiiiJ Ethnic data

Sex data
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2. What additional type (s) of information do you feel should

have been collected rom the survey population?

In what way(s) might you be able to utilize this type of
data in your area of responsibility?

Do you have suggest ons for improving the:
a. Manner in which the report was analyzed?

b. Procedures for collecting the data?

c. Quest naire (wording of questions, format, etc

5. What is your overall rating of the survey in terms Of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

Very poor r7j
2 3 4 5 6 7

C= ED CD Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.
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TER-SIS FOLLOW-UP
Student Follow-up Management Information System

EVALUATION OF ADULT AND CONTINUING EDUCATION SUPPLEMENTAL SURVEYName
Position
College/Agency
Date

Instructions: After completing the above information, please
respond to this questionnaire according to your own evaluation
of the study and resulting data.

1. Please rank the following types of survey information
according to their relative usefulness to you in your
present position. Place the appropriate rank (1st, 2nd
3rd, etc.) with 1 = most useful and 5 = least useful,
in the blocks provided. As you will note, the below typesof information are related to specific questions on the
survey instrument.

LICourse identification

=Usefulness of course to job performance

Lilpians for enrollment in future

Future course tnterests

History of college credit hours completed



2. What additional type(s) of information do you feel should
have been collected from the survey population?

In what way (s) might you be able to utilize this ty e of
data in your area of responsibility?

4. Do you have suggestions for pxoving the:
a. Manner in which the report was analyzed?

b. Procedures for collecting the data?

c. Questionnaire wording of questions, etc.

5. What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

2 4 5 6
Very poor r--1 c::] C:=] C:=3 C:=D Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.
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TEX-SIS FOLLOW-UP
Student Fo o -up Management Info

EVAL1JA71ON OF
Name
Position
College/Agenc
Date TJ
Instructions: After completing the above. informati n, please
respond to this questionnaire according to your owa eva uation
of the study and resulting data.

1. Please rank the following- tTpes of survey informaLion
according to their relative usefulness to yau in your
present position. Place +he appropriate rank (1st, 2nci,
3rd, etc.) with 1 = most useful and 5 = leas+ useful.,
in the blocks provided. As you will note, tile below types
of information are related to specific questicns on
survey in.strument.

Course identification

[ID Opinion of c urs conpLete4

1:771 Plans for enrollment ia futuxe

17-71 Futur coarse. i t ests

___Illstory of college credit hou[7]

El
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What additional type (s) of information 4o you feel should
have been collected from the survey population?

In what way(s) might you te. aMs to utilize tlisty
data in your area of responsibility?

4. Do you have sug estions for improving-tile:

a. Manner in w ich the report was analyzed?

Pr cedures for collectin a

c. Questionnaire wording of questions, format etc.

5. What is your overall rating of the survey in-terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate-box according to the
below scale:

2 3 4 5 6 7

Very poor C:=3 C:=3 C:=] Very good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.
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STUDY:

DATE:rr
POPULATION:

SIS TABULATION SHEET Page

Adult and Continuing
Education - Preparatory

0

qLLL("ILLIMX!
CHECK APPROPRIATE BOX(ES) WIThIN
__EACH OF THE BELOW CATEGORIES:__
ch one of the below beet describes

our erilSent _tatus?

o ed, part me
1.111tERIslfs6 seekingiMPILnyment

tar full time active dut

ilgbe for mo n dscribe

A.IF YOU ARE CU1UTLY EMPLOYED, is your
present occupation related to the course
you ha-- com leted at ou 1

eH ec e
Y-s c os _elated
No

B.IF NO, have you been employed in an
occupation related to the courses you
completed at our college since 122 left

41
allitari4WIMA

Y al_gls!pjay related
El No

atZa

Please respond to the below as appropriate.
This information is needed for equal oppor

ity education and employment reporting.

or/course

IU American Indian or Male
Alaskan Native ljFema

602 Black, not of Hspani _n
4E3Asian or Pacific Islander

i

3C=Hispanic
White not of Nis.anlc 0 n

THANK YOU FOR ASSISTING US U4 OUR _ Y.
Pleaae return this car4 in the Inclosed pre-
paid envelope 0 CaofljOib1e.

joiid' FE:
...........

'ES46101W. "
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S S TABULATION SHEET

DATE :

Page

o f
POPULATION :

34-371 (COURSE NUMBER)

(COURSE_NAMB)

How would you rate the courses you com-
pleted at our college in relation to use-
fulness to ou Your occuistional area?

2111111Good
_

3 Pair
PoorPoor

01 Please check below if the course you com-
L'Lpleted at this college helped you in your

occupational area in any of the following
ways.

ivaaTT-5-btaiff new

3771

moi
le-

IMECEBIZIMUS :CICEIMMIZEBIZLEMIIMI

No
Undecided

BJF YES_, in what type of course(a) do
you plan to enroll?

ee cre. t course_s:ollege credit course(d
2-_ Other noncredit course 0_
3IMM_Both

What course(s) would you like to see
offered that we are not presently offer-

g: Approximately how many college credit
_41-hours have you previously completed:

our olle- At other col e- a

11 OM None
2 RE
11.11 OM . .

LLWEIMILLIMEISIE WEI_MICIMMINIIME
ELmLUEMIMMIIMMMUMIEUTEIMMINCUMDirliglIMINM 6 MP Bac elor a de t re 1GMEISINIIIIMNINIDOM EIMNIUMMEN=Imre than 60

_

PLEASE
PRE-PAID

YOU ASSISTING US N OUR SURVEY=
RETURN THIS CARD IN THE ENCLOSED
ENVELOPE AS SOON AS POSSIBLE:
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SIS TABULATION SHEET

Adult and Continuing
Education - Other

Page

of

CE-0J-11

0-4-37) (COURSE NUMBER)

(COURSE N

CHECK AFPROPRIArE BOX(ES) WITHIN
EACH OF THE CATEGORIES BELOW:

How would you rate the course you com-
pleted at our college in relation to how
it fulfilled your own individual needs?

A.Do you plan to enroll in a course at
our college in the future?_

ege credit couree

!What course(s) would you like to see
Joffered that we are not presently offer-
ing?

Approximately how many
hours have you previously

college credit
completed:

At other colle ea?At our colle e?
ILI 13 M '

_ _ _
=El WillielE/MitElmi
=13=i 11 - 20
MIME 21 - 30

MN 30 - 69
0.11I 70 - 109=UMMIER?ralilr 011111774711111MIDIM111111

Eill=41 - 50
MEGMMISIMMI=MEIM

a-MlanzlimirivA
. _

=COMrrman7minurrn



STATE POLL REPORTING
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TEX-SIS Subsystem VII
Procodures Manual (PM)

SUBSYSTEM VII
STATE FCLLOW-UP REPORTING

Population:_ May include students who can be identi-
fied as occupational/technical program "completers"
as defired by the Department of Health, Education
and Welfare's follow-ui re.ort form.

.q1.1gggffited InEtrumentation:
(SFR) State Follow-up Reporting (F07-l-C) Green

or
(GRAD-1) 1st Year Graduate (F04-1-G)
(OCC/TECH) Occupational/Technical Nonreturning Student

(F03-2-C) or (NRS) Nonreturniag Student (F03-1-E)
(A/CE7PRE2) A/CE. Pr4aratoryJE106-1°B)

Ilpe _of Data _Coller;.t_ed

In addition to types of data previously mentioned, the
"State" questionnaires collect the below types of student
fr,llow-up information:

Employment status

College enrollment/other status

Sex and ethnic data

4. Relation of employment to courses completed

5. Major field of study

6. Course type code

7. Target population code

8. Level code



As stated previously, the gene._al philosophy of SIS is to
collect follow-up information for utilization at both the State
and local level concurrently. The ,ingle card form question-
naire in this subsystem collects specifically that information
for State reportilig purposes. This questionnaire can be util-
ized by those Vao wish to collect no further information. Also,
the questionnaire is designed for utilization in the follow-up
of the three populations of students wto are identified in the
subsystem titled stAIg_Dallsavarting in the Activities
Manual.

The same questions (for State reporting purposes) appear
on four other SIS questionnaires. The questions are graphi-
cally noted on the questionnaires by the use of a "block shaded"
design for the numeration of the question. The involved ques-
tionnaires and the location of the State questions appear below*

Questionnaire Response Area

GRhe-1

OCC TECH (NRS)

NRS

A/CE-PREP

1. Sex/ethnic question
2. Selected areas in coding block
3. Question A-2
4. Question B-1

1. S,ix/ethnic question
2. Selected areas tn coding block
3. Question A-5
4. Question B-1

1. Sex/ethnic question
2. Selected areas in coding block
3. Question A-9
4. Question B-1

1. Sex/ethnic question
2. Question 2
3. Question 3
4. Selected areas in coding block

Of course, the State questionnaire also contains the
"State" questions as appears below:

SFR 1. Sex/ethnic question
2. Question 2

Question 3
4. Selected areas in coding block

V11-2
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Data Collection P edu

Because of HEW's designation of the approximate date of
follow-up and "should show the status of respondents as of
the work week ended nearest February 15 of the current calendar
year," a mail-out survey is required. Also, the population
(for State level purposes) is identified by HEW as "students
who completed secondary, postsecondary, or adult preparatory
programs during the fiscal year just completed." For a com-
plete discussion of the proper procedures to follow when con-
ducting a mail-out survey, Del Mar College's Follow7un_Method7
ology and San Antonio Collge's Craduate Follow-up subcontractor
reports should be consulted.

rrom a-cost-effective standpoint, the higher rate of re-
turns is normally obtained with an initial first-class mail-
out, a post-card reminder 6-8 working days later, and a final
letter (with another instrument) being sent out 8-10 working
days later. Telephone interviews can be conducted to increase
return rates. A cover letter on college stationery and a
postage-paid pre-addressed envelope should always accompany the
instrument.

The State follow-up questionnaire has been designed to
facilitate a "stick-on" mailing label which can be used as the
actual postal address and will show through the window of a
regular window envelope. The mailing label on ehe instrument
can also be used for monitoring returns and deletes the re-
quirement for the student to enter the information. Three mail-
ing labels will be required for some students who do not respond
after the initial mail-out and postcard reminder. A complete
list of population names and addresses will be helpful in mon-
itoring returns. Also, for proper identification purposes, it
is helpful to include a student identification number (such as
the social security number) on the questionnaire or mailing
label. For cost information relating to mail-out surveys, Na-
varro College's Follow-up_Cost:s report should be consulted.

After the questionnaire is received from the student, the
appropriate responses can be coded on the transmittal document
which can be provided by the State agency. For proper analyses
of the data, a data transmittal document should be completed on
each student who was sent a questionnaire, even if no response
was received. The "no response" designation should be completed
in the appropriate space on the data transmittal sheet

VII-3
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For actually -.:eporting the follow-up informatim to the
State, the responses to the "State" questions can be extracted
from the questionnaire and coded on State data transmittal docu-
ments which will be utilized to process the data in a central-
ized location, therefore providing a degree of consistency in
reporting and processing of data which will be used to complete
the State and HEW follow-up report forms. More information
concerning the procedural operation of this concept will be
provided at a later date.

V11-4
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PrepaLiEg the Data for _p_IcIsgE_Eirlg

ProuIsions have been made by SIS to process the data in
this subsystem by either manual or computer techniques. Re-
gardless of the method of processing, careful consideration of
the data to be introduced for processing must be given. As
one coul(1 readily Lmagine, there are a large number of problem
areas inherent in the process of a student completing a ques-
tionnaire La a manner which will assure valid processing of
the data. Each questionnaire should be "proofed" prior to
piocessing in an attempt to provide data which is as "clean"
as possible. Problems such as multiple responses to questions
(i.e. yes/no type questions), questions not answered, obscure
marks, incomplete questionnaires, etc. will normally be en-
countered. Also, "comments" and "other" statements written by
students must be extracted, since computer programs do not
normally process "narrative" type data.

The "coding" of the State questionnaire prmarily con-
cerns the completion of the appropriate boxes in the lower
portion of the instrument. The student's program/course code
can be entered in the 4 code blocks. By combining the appro-
priate code numbers with the exact nomenclature of your programd
course areas, the data will appear in a much more usable format.
The program/course code should be the code listing provided by
the Texas Education Agency. Regardless of what major field
code table is used, a complete listing of the code table and
exact nomenclature of your program/course areas shotad be pro-
vided to the individual who is responsible for processing the
data.

As can be noted by reviewing the TEA follow-up report form,
the three types of coding (Course Type, Target Population and
Level Code) appear in the smme format on the questionnaires as
specified on the State report fom. Some abbreviation is used,
but the categories are essentially the smme, as noted below:

Course Type Code
Coop
Non-Coop
Preparatory

Target Population Code
REG (Regular)
DAVT (Disadvantaged)
HNCP (Handicapped)

Level Code
Postsecondary
Adult

VII-5
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The TEA has previously provided definitions of the above
terms although some problems still exist with the terms and
their utiiization. Although the other code areas (Term date,
Group Code, and qpecial c2(19.1 are not required for State re-
porting purposec, these can be utilized to some benefit in
local processing.

The Term Date provides space to enter the last date of
enrollment if a college so desires. ThiS can coincide with
the month and year of the last semester attended if a college
wishes to enter this information on the study's data record.
The MD (month) designation should be entered as appropriate
(01-12) with the Yr (year) designation entered as 76, 77, etc.

For proper utilization of the Comnletion_Code, the appro-
priate alphabetical code according to the below table should
be provided on each program area and entered in the block desig-
nated as comPletion_Cztp on the questionnaire if you wish the
data to be processed in this manner:

Associate in
Associate in
Associate in
Associate in
Associate in
Associate in
Associate in
Associate in
Associate in
Associate of
Associate in
Diploma
Certificate
Associate in

Arts
Applied Arts
Arts and Sciences
Applied Arts and Sciences
Business
Applied Engineering
Engineering Science
General Education
Science
Science in Techn logy
Applied Science

Fine Arts

The Group_Code may be utilized if a college wishes its
data to be processed according to any of the.following cate-
gories (0/T for occupational/technical majors, UT for univer-
sity transfer majors, OTH for other majors such as undecideds,
and A/CE for adult and continuing education students). It is
expected that only the O/T and A/CE group code designations
will be utilized by this subsystem.

The Special Code designation may be utilized in the manner
of a college's choosing. Many colleges use this code to dis-
tinguish between different campuses, separate extension centers,
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special student groupings, etc. The.code in
cannot exceed one digit) can be alphanumeric
bers). Also, space has been provided on the
naire to recor4 the source of the data (i.e.
naire, interview, or school records).

this bQx which
(letters or num-
Stais question-
mail question-



Procea!illgaLl

The processing of State repox±ed information can In. ac-
complished locally or statewide according to the desires of
the college. If A college has utilized &form other than -elle-
State form (green card), the State data can be processed at
the, sama time the local data is processed. Processing other
questionnaires has teen discussed in subsystems discussed ear-
lier.

Once the appropriate daia is
anarais can performed at three

Ana1yss by program are
T1A and HEW reports

Aaalysis by program area for Sta Dfo
utilization

ansmittect -to tile State, an
ifferent levels as noted

complett of t

Analysis bY iogram area by college for local
information util;-_-mtion

After the, Frtate 4114 local data is processed, the college will
be, able-to compAre its data. with statewidestatistics, there-
fore provi 'ng some degree of "measurement sLandard."

Of course, it may be appr priate -to process the data man-
ua. ky. Thit; consists of tabulating -ttle number of responses -to
paracular guestions on a sheet designed in A manner similar
to the one_ Included at the end of this subsystem section. Ap-
propriate space has been provided for "totaling" responses and
computing percentages. Also, the appropriate information at
the top of each tabulation sheet should be completed. The
manual processing of data is normally not a large task, es-
pecially if the number of questionnaires is small and thetab-
ulavElon effort can be accomplished as the questionnaires are
received or at periodic intervals throughout the-study period.

If the data is to be processed by individual categories
(program erect., ethnic group, sex, etc.) the appropriate. in-
formation should be entered at the top of each tabulation
sheet and recorded accordingly. You must normally have an
individual-tabulation sheet for each category, although dif-
ferent symbols, different colors of pencils, etc. have been
used with some success.
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Report Format and ReportiRg

Although the State report format will appear 3n much the
same manner as the State follow-up report form, the aata will
be further analyzed for State informational use. The proper
structuring of the statewide data by the State will impact the
usability of the data to a large extent. Many significant
follow-up studies have been rendered useless (or made little
impact) because the survey results were not presented in an
easily understandable format.

The use of graphs and charts to display statewide data
cannot be overemphasized. There is also much benefit to be
gained by a college graphically comparing its data with the
statewide results. SIS suggests that the follw-up informa7
tion of most significance statewide and locally be extracte4
from the report data and given special emphasis through charts,
graphs, and other means. Considerable success has been exper-
ienced when a survey (using the same or similar questionnaire)
has been repeated over a number of years. UtAlizing this com-
parative data, State and/or local personnel can graphically
demonstrate,trends or develop conclusions which may produce-
information for predicting future data outcomes. Presenta.-

tions to State and college personn#1, and meetings to discuss
survey results can also be used advantageously. In this 111411-

ner, verbal input can be received for any possible revisions
or alterations which should be made before the survey is con-

ducted again. It is especially Lmportant to compute and report
percentages of individual response items in relation to the
number of overall responses to a question. This is nornelly
not a difficult task with a calculator (although time-consuming)
but is considered "worth the effort" because of its ability to
communicate to a large number of people.
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Evaluation of the Survey

S1S suggests that follaw-up process evaluation beincluded
4s an integral part of the operation of a follow-up system. By
receiving input from the potential users of the data, one-can
make appropriate changes and/or alterations to such items as
questionnaire design, structuring of the report, -the procedures
utilized in conducting the study, the need to clarify, add, or
deaete certain types of information, and other points of concern.
You can also checg. whether theidata is actually being used in a
beneficial manner and, if so; the method of usage.

On the following pages can be found a suggested design for
securing an evaluation of-the State reported data. This evalu-
ation form can be sent (along with the follow-up report) to the
potential user of the data with a request that it be completed
and returned to the individual who will compile the results of
the study evaluation. After the forms have been returned, the
results should be documented and utilized for conducting future
studies of a similar nature.

Of course, the follow-up system should also be evaluated
from a statewide standpoint. Although -this could bea large
task, a vast amount of information could be secured relative to
the usability of the data, problems encountered in collecting
and reporting the da a, recommendations for future utilization
of the system, etc.



TEX-SIS FOLLOW-UP
Student Follow-up Management Information System

EVALUATION OF STATE FOLLO UP PORTING SUR
Name
Position
College/Agency
Date

Instructions:_ After completing the above information, please
respond to this questionnaire according to your own evaluation
of the study and resulting data,

1. Please rank the following types of survey information
according to their relative usefulness to you in your
present position. Place the appropriate rank (1st, 2nd,
3rd, etc.) with 1 = most useful and 7 = least useful,
in the blocks provided. As you will note, the below types
of information are related to specific questions on the
survey instrument.

Present employment statu

I_ JPresent college enrollment status

Other status information

Relation of employment to course p ogram completed

Course/program identification

Ethnic data

Sex data

138



2. What additional type(s) of information do you feel should
have been collected from the survey population?

In what way(s) might you be able to utilize this type of
data in your area of responsibility?

Do you have suggestions for improving the:
a. Manner in which the report was analyzed?

b. Procedures for collecting the data?

c. Questionnaire wording of questions, format, etc.

What is your overall rating of the survey in terms of its
usefulness in fulfilling your own individual needs for
information. Check the appropriate box according to the
below scale:

1 2 3 4 5 6 7

Very poor C:=] Very, good

Please use the back of this page for any additional comments
you wish to make regarding the survey. Thank you for your time.
Please return this evaluation form as soon as possible.

V11-12
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STUDY:

DATE:

POPULATION:

SIS TABULATION SHEET

State Follow-up
Reporting

Page

of

7-1- s :

CHICK APPROPRIATE BOX(ES) WITHIN
EACH OP_IHE BELOW CATEWRIES:

ich one of the below best describes
your present ststus?

Employed fdIl time___ --- P

WOML; oye., pert t
il..:._ oyed. eeeking_employment

OWN _t full time active dut
35-lCantinuin educ h :_ er level

MON _ 1 bl_ f ......... £jdescribC

A.U.XlUARIVLOYED, is your
present occupation related to the courses
you have completed at our college?

".---draa-lFirdra
yea, b One z related

have you been employed in an
occupation related to the courses you
completed at our college since yss left
Lyr ,rollege?

ligIMMilve--.; e ace re_at =

V 'o

Please respond to the below as appropriate.
This information is needed for equal oppor-
tunity education end employment reporting.

or/course
(At our college)

60-

_ ___ __5r1HOETIUP 117121
American Indian or mo_rAIMM

Aleskan Native FINN Female
2.111Black, not of Hispanic Origin

Asian or Pacific Islander
_ Hispanic
=White not of His=anic Or , n

ThANK YOU FOR ASSISTING US IN OUR SURVIY.
Please return this card in the enclosed-pre-

d ve e as soon as 4o.: sible.
-___EVIP7g.i7f7

. ,* , . ,.......... . ... .
*

i 3rajor--i...-
--, *

::c;-:

-:. ._ ill .-..

-=- . ......!:-ME : = : =

-M 5-- ."- -- °---

a _,,,

: .
a
---

etiQTt

. ii:.....;.. . . .. . ..

Ceo
...

.i

-: Coda
mg

' '.'ma ... . ... .......... . .

'INX : . ,:.. .;..
WO A'

7....,

:::_.
Poe Eastraidagy

44Plit

..... ... .. .. .. .
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SYSTEM IMPLEMTATION

In order for SIS to operate at its maximum potential, acentral coordination effort is necessary to plan and emphasize
certain follow-up activities (both State and local) which maybe desired. In this way, the efforts of a large number of in-dividuals can be used toward the common goal of supplying
student follow-up data to decision-makers. As concluded in theSCOS-DELFHI study, local administrative support is vital to the
success of SIS at the local and State level. If assurance is
not obtained that both verbal and financial support is forth-
coming, it will be difficult to operate at a meaningful level
of effectiveness. Also, if interest in securing student follow-up data is lacking, there is little assurance that the informa-
tion produced will be utilized to any great extent. It goeswithout saying that there is little purpose in collecting and
reporting information that is not utilized. However, in most
cases, the "selling" of the desired SIS subsystems to college
personnel has not been a difficult task. The expression of
the "need for follow-up data" far outweighs the "lack of inter-est" on the part of Texas community/junior college educators.
However, most individuals are justifiably concerned about thestaffing and financial resources which may be required. Forthis reason, S1S allows the college the option of choosing its
own level of interest by deciding upon what subsystems will be
implemented. In this way, a college may "tailor" SIS to fitits own needs and financial resources.

Some colleges have used iocal committees to assist the
person responsible for follow-up in the decision to partici-
pate and choosing the level of involvement. Regardless of how
the decision is made, careful thought should be given to the
specific data needs of the college. S1S recommends the active
involvement of as many people as possible to more accurately
predict this need. After the need is tentatively identified,
priorities can be set according to the stafftng and financial
resources. If, after this process, the college desires to useany of SIS's questionnaires, the system can be implemented by
utilizing the manuals and subcontractor reports. However, ifSIS's questionnaires are not sufficient to fulfill the basic
needs of the college, a new questionnaire should be designed,
reviewed and tested by the college. SIS promotes the conceptof an institution designing its own questionnaire because of
the local emphasis which can be inserted into the design and
wording of the questions. A "questionnaire generator" has
been produced by SIS for college use in designing new

VIII-1
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questionnaires. This questionnaire generator contains ques-
tions which have been taken from many instruments (which have
been reviewed by the Project FOLLOW-UP staff) from both inside
and outside the State of Texas. Additionally, the questions
are categorized according to subject area for ease in finding
sample questions which may be altered to conform to a specific
need. San Antonio College's Graduate Follow-up subcontractor
report lists some specific guidelines to follow when designing

a questionnaire. Also, booklets describing other design con-
siderations can be purchased at a reasonable cost.

After the data needs and questionnaires are decided upon,
SIS recommends the adoption of a cycling procedure which wili
allow the college to develop comparative follow-up data over
a large number of years in a cost-effective manner. The below
information presents a suggested cycling procedure by level,
with Level I indicating a large amount of involvement and Level

III a lower amount of involvement. The year intervals indicate
the period which may elapse before another study of the same
type would be conducted.

gUestionnaire Level I Level II Level III

SEI 2 years 4 years 6 years

COS/W 2 years 4 years 6 years

COL/W 2 years 4 years 6 years

WO 3 years 6 years 9 years

NRS 2 years 4 years 6 years

OCC/TECH 2 years 4 years 6 years

GRAD-I 1 year 1 year 1 year

GRAD-3 3 years 6 years 9 years

GRAD-5 3 years 4 years 6 years

DIP 2 years 4 years 6 years

A/CE-PREP 3 years 6 years 9 years

A/CE-SUPP 3 years 7 years 10 years

A/CE-OTH 3 years 7 years 10 years

SFR 1 year 1 year 1 year

By following one of the above Levels, a college will be
able to utilize all of the questionnaires at least once over
a 10-year period of time. If common questionnaires are used
for each type of study, and several studies are conducted over
the 10-year period, meaningful comparative data can be gener-
ated to accurately describe any student follow-up trends which

may be evident. Trend data, of course, is very valuable in-
formation for use in planning and predicting college needs and

activities. The above chart can also be developed into a
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planning instrument (by year) if a college so desires. By"staggering" the follow-up studies, staff work load can bereduced. The chart on the following page demonstrates howLevel II studies might be staggered to demonstrate the ef-fect of cycling.
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If the college chooses a particular area of emphasis (such
as student's educational intent data, college withdrawal data,
nonreturning student data, etc.) the frequency of this type
of study may be increased. Of course, the different semester
(fall, spring, and summer) can also be used to schedule certa n
follaw-up activities for comparison purposes.

Since statewide coordination of S1S is expected to be
supplied, many activities which would normally have to be lo-
cally initiated have the potential of being centralized to a
certain extent. The two areas most often mentioned as exhibit-
ing "centraiization" capabilities are the printing of the ques-
tionnaires and processing of the data. SIS provides the neces-
sary tools for a college to do its awn printing and processing
if it so desires. However, it may be possible to reduce costs
(because ot volume and personnel requirements) by centralizing
and/or providing these services on a regional or statewide
basis.

State level coordination may be able to provide the lead-
ership for initiating the necessary services. Also, as des-
cribed in the State Foliaw-up Reporting subsystem, State folio
up data can be collected at the same time the local data is
collected. After the information is collected at the local
level, standardized data transmittal devices can be used to ef-
fectively process the data, thereby producing reports for com-
pletion of the State follow-up report form, HEW follow-up
report form, and compilations for feedback to the colleges.

SIS's Manuals and subcontractor r ports provide the neces-
sary "detail" information for colleges to become involved in a
follmw-up system of the type described. It should be remem-
bered that the overall success of a follow-up system can only
be measured by the impact it may have on the enhancement of
the college's educational delivery capability.
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.The 'purpose uf the below matrix is to give a graphic reProsintation of the data
collected by SIS and quastionaires utilized to collect that data. By use of the
Aided areas, an. mar develop a knowledge Of the tYPe of Information each
4uostlunalre collects. Mao as can be noted, there are common data elements
on many of -the questionaires. The three levels noted oti the matrix may be
defined as: -

Level I Deskinecl to collect information for State followup reporting
Purposes.

Level II Designed to collect information for local utilization as well as
Stabs follovro reporting Putimses.

Level Ill Design to collect information for local utization only.


